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PREFACE 

During the past nine years or so, a number of 
the stud^its attending New York University 
School of Commerce, Accounts and Finance have 
come to me for assistance in selecting the cotxrses 
of study they should pursue. Before it was pos- 
sible to give them intelligent information, it was 
first necessary for me to talk with them about 
their future intentions. Had they already de- 
cided on the kind of business they intended to 
specialize in? K so, why had they so decided? 
Did they fed that they should like such work? 
Had they analyzed themselves to ascertain that 
they possessed the essential qualifications for 
that type of work? It was important that these 
and other similar questions be asked and an- 
swered before sound advice could be given them 
on the courses of study they should follow. 

Although it was only natural to find that com- 
paratively few of the yoimger students had 
definitely decided on their futtire occupation, it 
was surprising to learn that many of the more 

mature men (ranging in age from 22 to 35), who 

xi 



PREFACE 

attended the evening sessions, had not yet Inlly 
made up their minds concerning which branch 
of business they were to make their permanent 
occupation — and this despite the fact that most 
of them had already had years of business ex- 
perience. In both instances, the futility of 
attempting to map out for them a specialized 
course of study was evident. What was the use 
of helping a man to select courses in advertising, 
for instance, when he had not yet made up his 
mind that he wanted to make it his life's work? 

My efforts to be of some assistance in helping 
men to decide on the branch of business work 
that they were best fitted for naturally led me 
into a study of vocational guidance and its allied 
subjects — of how one should determine what his 
life's work should be, of how to prepare oneself 
for it, of how to get into it, and of how to get 
ahead in it. The results of my observations I 
am now presenting in this book, with the hope 
that they may be of help to men and women 
who are considering entering one of the mahy 
branches of business or who are already in 
business. 

A comparatively large praportion of the space 

of this volume is given over to a discussion of 

how to write an effective letter of application, 

for from experience I have learned that this 

matter usually causes considerable trouble. Cer- 

zu 
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tainly, every school that develops in men or 
women some specialized ability should also in- 
struct those men or women in how to sell that 
ability. 

I wish to acknowledge my deep indebtedness 
to Prof. George B. Hotchkiss, head of the De- 
partment of Advertising and Marketing of New 
York University, who so kindly read the manu- 
script and made many valuable suggestions. 

E. J. KiLDUPP. 
New York City, 

JUH$ It IQ2I. 



INTRODUCTION 

By MicHABL Fribdsam 

Preddent of B. Altmaa ft Co. 

The most beautiful monument to Labor ever 
erected by the hand of man is the bell tower of 
Giotto in Florence. In its panels the immortal 
artist has sculptured for all time his sermon on 
Industry. There never has been another so 
perfect a tribute to Labor, and there probably 
never will be. 

It may seem that Giotto and his bell tower 
have nothing in common with Professor Kildiiff 
and his book. As a matter of fact, they are 
strikingly related. Giotto had, and Professor 
KildufE obviously possesses, the substance of 
the old Greek philosophy — Know Thyself. They 
both preach with Labor as their text — ^the one 
in carved stone, the other in written words. 

Giotto knew himself, his desires, his possi- 
bilities, back in the days when as a boy he 
scratched on stone a caricature of his father's 
sheep. All during his life he labored hard, 
perseveringly, consistently, until at its end he 
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INTRODUCTION 

had revolutionized the art of pamting, and left 
ensculptured on his tower an enduring testi- 
mony to that virtue which he himself so well 
exemplified— Work. 

A great part of Professor KildufE's book is 
devoted to impressing upon the reader the 
value, indeed the necessity, of knowing one- 
self, of knowing one's own inclinations, of know- 
ing how one may best earn a livelihood and 
serve one's fellow -men in the earning. He 
quotes in one chapter from Carlyle, ''Blessed 
is he who has found his work" ; in other words, 
blessed is he who has found himself. And then 
underlying the whole book, predominant in 
all the quotations which he gives from promi- 
nent men is the theme of Labor. There is but 
one road to permanent success, there is but one 
formula for overcoming the obstacles that may 
lie in that road — ^hard work. 

If this book of Professor KildufE's prompts 
some young people seeking positions to think 
before they act, its writing will have been war- 
ranted. If, reading deeper, others sense in it 
a sermon on labor, as I do, and profit by it, 
then high and unusual should be its praise. If 
in a few cases it should do what books rarely 
do, stimulate the readers to study themselves, 
to know themselves and to labor accordingly, 

then indeed it will merit the praise, not solely 

xvi 
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of those whom directly it benefits, but also of 
our entire business world. 

It seems to me that Industry is sufEering 
to-day from lack of sincerity. Workmen, 
employers and employees alike, perform their 
tasks too superficially. Tasks are accomplished 
without sufficient regard for the quality dis- 
played in the accomplishment. The old sin- 
cerity and striving for perfection in work, 
whether it be in painting a picture or painting 
a house, or running a business, is missing. If 
the time comes that this quality becomes again 
general, many of the problems of industry will 
no longer exist. 

Let yotmg people in industry bear this in 
mind: If they put their hearts in their tasks, 
work honestly and definitely to accomplish 
something worth while, be patient and persist, 
an ample harvest of success must inevitably 
be theirs. And let them remember the 
of Cassius to Brutus— 

** The fault, dear Brutus, is not in our stars. 
But in ourselves, that we are underlings.** 
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PLANNING TOUR PUTURB 

** Every man starting out in business wHt kawe 
to go over a hard road and find out its turnings 
for himself. But he need not go over his road in 
the dark if he can take with him the tight of other 
men's experience.'''-Jowtf WANAMAXtm. 

The Essentials for Success 

THE mere fact that you are b^;mning to 
read this book incUcates that you are 
desirous of getting ahead in the world and that, 
accordingly, you are trying to find out how to 
do it. The desire to succeed — ^whether brought 
about by ambition or the press of necessityr- 
plus the determination to make a persistent and 
intelligent effort, are, in my opinion, two essentials 
for success. In all likelihood you already pos« 

sess these two essentials in some d^^ree. Yet to 
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secure the best results, your ambition should be 
directed in the proper channels and your efforts 
should be made intelligently. 

Undirected and misdirected ambition gets a 
man nowhere. But before one can direct his 
ambition he must first analyze himself to ascer- 
tain the kind of work he feds he would like to 
do and the kind for which he is best qualified — 
all of which demands an honest study of oneself 
and a careful consideration of the different kinds 
of jobs. And so, in the first part of this book, I 
have tried to present certain principles that may 
aid you in these matters. 

Your efforts to advance must be made intelli- 
gently. You should know how other men suc- 
ceeded and, if possible, why they succeeded. You 
shotdd know how to acquire the qualifications 
necessary for certain jobs, how to go about 
getting into a vocation for which you are fitted, 
how to apply for a job, and how to forge ahead 
in it after you have obtained it. These matters 
are taken up in the latter part of the book. 

To repeat, I feel that the man who is to suc- 
ceed must first possess the essentials mentioned * 
above. I feel that the man who has not analyzed 
himself and his purpose in the world, who has 
not realized that certain inexorable laws, par- 
ticularly those demanding self-sacrifice and con- 
tiauous industry, exist and must be obeyed, has 
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not yet found himself and will continue to be a 
'* drifter " until he does. The earlier he does these 
things, the sooner will he start on the upward 
road. And in this connection you may be inter- 
ested to hear how one man found himself. ^ 

One Man's Rapid Rise 

About seven years ago a young man called 
Andrews — of course that is not his real name 
— 'was employed as a clerk in the credit depart- 
ment of a large national bank in the Wall Street 
district of New York City. 

Andrews was then about twenty-two years 
old. As far as all outward appearances were 
concerned, he was merely one of the thousands 
upon thousands of ordinary clerks that work 
in that great financial district. He had left 
school at the age of thirteen, he had no influ- 
ential friends, and he had little or no money. 
Yet despite all these handicaps, he is to-day, 
at the age of twenty-nine, the first vice-president 
of a several-million-doUar banking corporation 
4iv New York City and is earning well over 
$20,000 a year. 

How did he do it? What methods did he use 
to get ahead? By what bit of good luck or intel- 
ligence was he able to raise himself out of the 
obscurity of a small clerical position to a place 
among New York's brilliant young bankers? 

3 
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These are questions that all of us are h 
in, for from the answers we may learn some- 
thing that will be of help to us in our attempts 
to get ahead in life. Because I happened to 
have made the acquaintance of Andrews when 
he was a clerk and have since observed his rapid 
rise, step by step, I think I can give you some 
information on these points. Of course the 
methods that he used to advance himself will 
probably not be the same that you can use, but 
they will start you thinking why you must plan 
your own future and how you should take steps 
to push yourself forward. 

First of all, however, it should be. said that 
the story of his rapid progress in business dif- 
fers but little from the stories of how other 
men succeeded. It is the same story that is 
to-day being written of thousands of young men 
throughout the United States — ^it is the story 
that helps to explain why the few move on while 
the many stay behind. 

On account of financial reasons Andrews was 
compelled to leave grammar school at the age 
of thirteen. He then spent about six months 
at a business school learning stenography and 
typewriting. Shortly thereafter he secured a 
position as stenographer in a business house, 
but was discharged within a week because his 
spelling was so poor. For two weeks, in deepest 
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despondency, he walked the streets of New 
York looking for another position. In the 
evenings he studied a speller. As he tells it 
in his own words, "This experience so early in 
my life made me determine to put forth my 
best efforts in any job that I should ever hold. 
It made me afraid to lose a position." 

His next job was that of stenographer in a 
law o£Bce, where he remained for about three 
years. "Here," he says, "everybody about 
me was studying law. I became fascinated 
with the idea of becoming a great lawyer and 
decided to study also. But I found that before 
I could take my bar exanoinations I should have 
to have the equivalent of a full four years* high- 
school course — ^and so I began to study at night. 
Within three years I had completed the work 
and had passed the high-school examinations 
given by the State of New York, and was now 
ready to begin my study of law. The salary 
I was getting was so small, however, that I 
was forced to seek a better-pajdng job. I went 
to one of the partners of the firm and told him 
about my circunastatices. He agreed that it 
would be wise for me to make a change and very 
kindly recommended me for a position as sec- 
retary to the president of a bank. 

"I got this job, but was fired after six months 
or so because I did not seem to be able to get 
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along weU with my employer. I went back to 
the law office and asked for my old job back 
again, but the partner who had helped me re- 
fused, and scolded me for not settling down. 
Again I was compelled to look for a job. After 
a short interval I was fortunate in landing a po- 
sition as stenographer in the credit department 

of the National Bank. Within a year I 

was made a credit investigator. 

''I was now about nineteen years of age and 
I think it was at this time that I first seriously 
began to consider what I was going to make 
of myself. I realized that I was only one of the 
numberless clerks that do the detail and routine 
work in the large organizations of the kind in 
which I was employed. It seemed almost 
hopeless to try to get ahead, for I lacked influ- 
ential friends, social connections, education, 
and money — ^things that do help a man to rise 
in the banking field. 

"After considering the matter carefully, I 

decided that my only chance lay in developing 

my ability to such a point that I would compel 

recognition. And so I resolved to improve 

myself every day. I honestly believe that I 

owe whatever success I have made to that 

resolution. Not only did I do my work the 

best I could, but I studied how I could improve 

on it. I saw the other men in my department 
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leaving for home at five o'clock, but I stayed 
on until six or seven. I liked the work and I 
wanted to get ahead. I kept this up for five 
years without becoming discouraged because 
I was not advanced in rank. 

'Then suddenly the manager of the credit 
department was promoted and I was given his 
job. My first real step upward had been 
accomplished. At the age of twenty-four I 
was the credit manager of one of the large 
banks. I was a somebody in the banking field. 

''But I didn't stop there. I continued to 
work hard and was usually the last man to leave 
at night." 

As he spoke these words, he smiled and said 
to me: "I shall fed sorry for you if you state 
that fact in your book, for some of your readers 
are expecting to hear of a new way to gain suc- 
cess. But if there is anything tibat will take 
the place of hard work I don't know it. 

"I kept thinking about and studying bank- 
ing. Then one day I got an idea about an 
altogether new kind of banking service. At 
first it was only an idea, but the more I thought 
of it the more I saw how practicable it was. 
Instead of going off half-cocked and telling it 
to the president of the bank, I took time to 
work it out in detail and then wrote it all down 
in the form of a report. I carried this to him 
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and asked him to take it home and read it over 
Sunday. 

"On Monday he called me into his o£Soe, 
asked me to dear up certain points about my 
plan, and then told me he Uiought the idea 
was feasible. After a number of conferences, 
for these things are not accomplished in a day, 
I was requested to arrange the plans for the 
new corporation — ^for this organization that 
you see about you now. 

*'Then the Great War came. I enlisted in 
the navy, and was away for more than a year. 
When I returned, I went ahead on our old plans. 
When everything was ready we incorporated, 
and I was appointed manager with the title of 
vice-president. That's all there is to my story 
except that I am still planning how to get ahead 
farther.*' 

Is It Luck— or What? 

The plain, matter-of-fact story of Andrews* 
success that you have just read is similar to 
the stories told of the rise of other men — ^the 
same heavy handicaps in youth, the same strug- 
gle to get ahead,- and finally the achievement 
of their purposes. Was it luck in his case — or 
what ? Are we to believe that men like Schwab, 
Carnegie, Hill, Woolworth, and many others, 

succeeded because of luck or of something dse? 

8 



PLANNING YOUR FUTURE 

Read the biographies or autobiographies of 
these men and you will learn how little their 
successes were due to luck and how much to 
a steadfast desire to get ahead and a persistent 
and intelligent effort to do so. Read again 
what Andrews said: *'I decided that my only 
chance lay in develc^ing my ability to such a 
point that I would compel recognition/' His 
rise b^an at that moment. And I believe 
that in the life of every successful man there must 
have come a time when he first realized that if he 
was to make a success he would have to do it him- 
self'-^hen he first began seriously to plan to get 
ahead. 

Why Planning Is Necessary 

And so with you. You have probably already 
realized that you, and you alone, are to be 
responsible for your success; now you must 
plan intelligently how you are to get ahead. 
Perhaps the most important question in your 
whole life is, "How shall I get ahead?" It is 
this question which, if you are to make a success 
of your life, you must find the answer to — ^the 
correct answer. Not only must you answer 
it when you are just entering business, but you 
must be finding new answers to it before each 
new step forward. For example, after you 
have gone ahead a little ways in business you 
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may come to a fork in the road and find that 
you will have to make a decision as to whether 
you should strive for this better job or for 
that one. And then, having made up your 
mind concerning the direction you are to take, 
you will have to decide on how you will go 
about getting that job. In any case, before 
you take a definite step you will have to do 
some planning. 

Alfred C. Bedford, who worked his way from 
o£Bce boy to the presidency of the Standard 
Oil Company of New Jersey, once said in an 
interview reported by B. C. Forbes, editor of 
Forbes^ Magazine: 

Try to plan out your life, to map out a course; consider 
and calctdate the steps necessary to carry you toward 
your goal; go forward step by step — and don't get your 
sequences mixed. Do one thing at a time. If your job 
at the moment is to keep books, master bookkeeping thor- 
oughly and study the fundamentals of accountancy — don't 
merely keep your books mechanically. From accountancy 
go on to study finance, and this will help to open other 
doors. Or, if you start in a manufacturing department, 
first master that department and then learn all there is to 
be learned about other departments. Thus will you become 
familiar with the whole process of manufacture. 

Your next step would be to learn the outlets and the 
uses for your manufacture — ^the market for your product. 
By studying what and how much your market will take 
or will net take you become a capable merchandise man. 
This double knowledge of manufacturing and merchan- 
dising qualifies you to fill an executive position and opens 
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the way to rise to the very top, whereas the fellow who 
was content to jog along in the rut in one department will 
still be about where he began. 

Before any important step is taken, before 
any decision is made, the results of which are 
vital, it is strongly advisable to do a certain 
amount of thinking or planning. Before the 
conmiander-in-chief moves his armies on the 
battlefield he first decides definitely what he 
wishes to accomplish and whether the chances 
of accomplishing it are in his favor. Having 
decided on these points, he next plans out care- 
fully and with attention to each detail just how 
he is to go about achieving his objective. Noth- 
ing is left to chance ; no action is taken blindly. 
Not until he and his general staff have planned 
out everything to the last particular and pre- 
pared for all contingencies that they can foresee 
— ^not until then are the orders issued and the 
troops moved. It is too serious a matter not 
to be exceedingly careful about. 

Using Your Intelligence to Succeed 

And you should be just as careful in planning 
your future. Your success in business, with 
everything that success in that field implies, 
such as the money that will mean the comforts 
and pleasures of life for you and your family, 
the respect of your friends, acquaintances, and 
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community, the prestige and honor that success 
brings, and the inward satisfaction that you 
have made yourself a success — ^to repeat, your 
success is as vital to you personally as victory 
in battle is to a nation. And because your 
success means so much to you, you should plan 
out how you are going to get it just as carefully 
as do the commander-in-chief and his general 
staff. You must first try to determine in what 
kind of business you have the best chance to 
make a success; you must plan, if you are not 
already in that field, haw you are going about 
getting into it, and then you must constantly use 
your intelligence to get ahead in it. 

Planning must be done if the best results are 
to be secured and if mistakes are to be avoided. 
The architect drafts the plans of a building 
before work is b^gun on the building; the sales 
manager investigates and plans out how the 
new product of his factory is to be sold before 
he places it on the market; and the factory 
manager plans the arrangement of the machines 
in his new factory before those machines are 
installed. All this preliminary thinking is doile 
so that the work when finished may be as nearly 
perfect as possible and so that no costly mistakes 
may be made. 

It is only too true that some buildings have 
been constructed without plans, that some new 
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articles have been marketed without a definite 
program having been laid out in advance — 
and it is true that successes have been made 
in business by men who gave little thought to 
how they should get ahead. But in the great 
majority of cases successftil achievement has 
heea secured with the help of planning. The 
man who has no plans has no goal to strive 
for. Or, if he has a goal» he does not know 
how he is going about reaching it. As for you, 
take this surer course: Decide on what you are 
trying to reach, plan out as definitely as you can 
how you are going about reaching it, and then 
study and work to get ahead. By doing so your 
success will be more complete, you will avoid 
making costly blunders (such as spending, say, 
three or four years in a branch of business that 
you dislike and in which you do not intend to 
stay), and you will arrive at your goal earlier 
in life than otherwise, because you will come 
by a more direct route. 

• 

Choosing an Occupation 

The first step to take is to try to choose the 
branch of business in which you will have the 
best opportunity to succeed. If you are about 
to enter business, you must, naturally, give 
this matter quite a bit of consideration. If 
you are already in business you must still dedde 
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whether you are in the right branch or whether 
it might not be better to change to a different 
one. 

You may have heard it said many a time 
that a man should find out early in life what he 
wants to do, and then stick to it. Lucky is 
the man who is able to follow out that bit 
of advice. Fortunate indeed is he who early 
in life knows exactly what he wants to do and 
is able to do it. 

So far as my own experience with hundreds 
of men and women at New York University 
School of Commerce, Accounts, and Finance 
has shown me, many do not know, at twenty- 
two, twenty-five, or even thirty years of age, 
exactly what kind of occupation they want to 
make their permanent vocation. And I also 
believe that unless you happen to be one of the 
few who have a strong inclination to become 
accotmtants, lawyers, advertising-copy writers, 
store managers, or to enter a similarly specific 
profession or vocation, you should not make 
up your mind too soon. One cannot force the 
decision, except at the possibility of making a 
mistake. It is wiser to take time to find your- 
self. In fact, I feel that altogether too much 
emphasis is placed on the statement that to be 
successful one must early in life decide on his 
occupation. It often happens that one has 
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not yet had enough experience in life to decide 
such an important question. And how can one 
decide until he has had plenty of opportunity 
to look around and to consider several different 
branches of business? 

The statements given just above should not, 
however, be construed to mean that one who 
at the present moment is unable to decide 
should have no plan. He should have at 
least a general plan for advancing himself, no 
matter what his present job may be. This 
plan can be altered from time to time as condi- 
tions change. 

Finding What You Want to Do 

Men who find it difficult to make a decision 
concerning the occupation in which they intend 
to advance themselves should not, therefore, 
become discouraged and perhaps say to them- 
selves: "I shall never succeed. I don't seem to 
have a very strong desire to do any one par- 
ticular thing." To such men as have not yet 
made up their minds, it should be said that 
such a condition is not uncommon; on the con- 
trary, it is the usual thing in men imtil they 
are, say, thirty years of age. 

If you reflect a moment, you will recall that 
many successful business men of this decade, 
and past decades, made ntunerous and radical 
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changes in their occupations before they finally 
found themselves. For example, Prank £. 
Vanderlip, the former president of the National 
City Bank of New York, one of the greatest 
banks in the world, was for years a foreman in 
a machine shop at Aurora, Illinois; then a 
newspaper reporter in Chicago, Illinois; next a 
secretary in Washington, D. C. ; and so on up to 
the top. 

Andrew Carnegie started life as a bobbin boy 
at one dollar and twenty cents a week. Later 
he became a telegraph messenger boy; then a 
telegraph operator. His next employment was 
with the Pennsylvania Railroad as telegraph 
operator and assistant to Thomas A. Scott, 
superintendent of the Pittsburgh Division, at 
thirty-five dollars a month. Six years later 
he succeeded Mr. Scott as superintendent of 
the same division. When the Civil War broke 
out in 1861 he was appointed assistant in charge 
of the military railways and telegraphs of the 
government. In 1865, after twelve years of 
service, he resigned from the Pennsylvania 
Railroad Company and gave all his energies 
to the manufacturing of rails, locomotives, 
and steel for bridges. 

George Eastman, the multi-milliot}|aire head 

of the Eastman Kodak Company, staj-ted work 

at the age of thirteen as a three-dollar-a-week 
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derk in an insurance office. He next became 
a bookkeeper in a savings bank at a thousand 
dollars a year, in which position he remained 
until he was twenty-six years old. Then he went 
into business for himself on the small capital 
he had saved. 

James A. Farrel, president of the United 
States Steel Corporation, began his business life 
as a laborer in a wire mill at New Haven, Con« 
necticut. He next became a mechanic, then a 
wire drawer, and then a foreman. Seeing the 
great opporttmities in the field of selling, he 
studied this subject and finally persuaded his 
company to put him on the road as a salesman. 
His success in this field brought him to the 
attention of the officials of the United States 
Steel Corporation. Prom that time on his 
rise was rapid. 

A few years ago a certain yotmg man was 
graduated from the Massachusetts Institute of 
Technology, where he had specialized in mechan- 
ical engineering. After his graduation he secured 
a job in the engineering department of a small 
iron foundry. His specialized technical train- 
ing would seem to make a change to a wholly 
different kind of work quite difficult. Yet 
to-day he is the successful sales manager of a 
nationally known manufacturer of chocolate* 
The various steps leading to this apparently 
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abrupt change of vocation were as follows: 
After a year or two of experience in a foundry, 
he found that he did not care much for that 
kind of work. In his search for a chance to 
make a change, he came upon a ''Help Wanted" 
advertisement in a trade journal for a man 
with technical training to work in the adver- 
tising department of a manufacturer of a well- 
known technical product. By means of his 
letter of application, he secured an interview 
and later the position. After a year or two of 
this work he enlisted in the army and fought 
in the Great War. Upon his return to the 
United States he was offered his old position, 
but he decided that he wanted to secure a posi- 
tion in which he could learn more about adver- 
tising and selling. Again, by means of a letter 
of application, he secured an interview and a 
job with a large advertising agency where he 
wrote advertisements on technical products. 
After a year he decided that his bent was more 
toward personal selling than toward adver- 
tising. So he decided to look for a position in 
the selling field. Through inquiry he learned 
that a manufacturer of chocolate desired to 
secure the services of a city sales manager. He 
applied for the position and got it. After that 
his promotion was rapid, until to-day he is the 

sales manager of the company. He has now 
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found what he likes to do aad he intends to 
stay in that field. 

These few instances tend to show that no 
man should become discotiraged because he has 
not yet found himself. At the same time, how- 
ever, merely because he is unable to fix upon 
a vocation, he should not cease his efforts to 
improve his general qualities. Shut off for 
the time being from making plans to advance 
himself in a specialized vocation, he should 
turn his attention to increasing his knowledge 
of such general and valuable business subjects 
as business correspondence, business law, eco- 
nomics, fin^ce, advertising, selling, o£Bce man- 
agement, and bookkeeping, and to the devel- 
opment of such personal qualities as initiative, 
a^;reeable personality, common sense, and ac- 
curacy. No matter into what branch of busi- 
ness he may later decide to go, a knowledge of 
such subjects, the possession of such qualities, 
and the maturity gained from his experience will 
be of considerable assistance to him. 

Nor should he mark time in whatever job 
he is at present employed, while waiting to find 
himself. He should master his job, learning 
and earning as much as he can from it. Later, 
when he has made up his mind, he may be 
helped to get the right job through the strong 
recommendation of his present employer. 
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How the Decision Is Made 

We have now considered two classes of men: 
(i) those whose natural inclination toward a 
certain vocation has already answered the 
question for them; and (2) those who are not 
yet ready to make a decision. This latter class 
includes many men who are just about to enter 
business and who, because of lack of natural 
bent and of experience in business, do not know 
what they should do; and it also includes the 
men who are already in business but who have 
yet to go through a further "ripening stage" 
bd^ore they can finally make up their minds. 

Let us next consider the class of men who 
are ready to decide on their vocations. The 
following instance comes to my mind: About 
a year ago last June a young man Was grad- 
uated from a commercial high school in New 
York City, where he had studied such subjects 
as stenography and typewriting, bookkeeping, 
commercial law, and business English. Like 
most boys, he had not fully decided which 
specific calling he wanted to follow, except 
that he felt that he desired to take up some 
sort of business work. 

Shortly after his graduation he began to 

write letters of application for various types of 

positions advertised and was finally successful 
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in securing a position as bookkeeper in a small 
retail clothing store. He had been in this work 
for not more than six or seven months when 
he realized that his employer cotild not afford 
to pay much of a wage for the services of a 
bookkeeper. After some little consideration of 
the matter he saw that there were three possible 
decisions he could make: either he could stay 
in his presait job with the intention of learning 
the retail clothing business, or he could change 
to a different kind of work, or he could secure 
a position that offered better opporttinity for 
advancement in the field of bookkeeping. 

After a careful analysis of his feelings he 
decided that he liked bookkeeping and account- 
ing, and that even when he had studied book- 
keeping in high school he had liked it better 
tiian any other subject. He felt that he should 
like to continue in this kind of work. Then 
he considered his qualifications; he realized 
that the highest marks he had secured at school 
had been in bookkeeping and commercial arith- 
metic; and that he did his bookkeeping work 
at the store with ease. 

About this time he made the acquaintance 
of a young man who told him that he was work- 
ing as a junior accountant with a firm of public 
accountants and that he was also studying 
accounting in the evening at one^ of the univer- 

21 



HOW TO CHOOSE AND GET A BETTER JOB 

sities. This interested him so much that he 
asked a number of questions about the oppor- 
tunities in accounting, how to get into the 
field, how to enter the university, and so on. 
From the information that was given him, he 
appreciated the fact that bookkeeping was only 
the first step to entering a profitable profession 
— that of accotmtancy. Having now fotmd 
out that he liked bookkeeping and accotmting, 
that his qualifications apparently pointed to 
the fact that he would make a success in that 
field, and that the opportunities in the field 
were good, he decided to become a public 
accountant. 

Let us take another case: A young man, 
aged twenty-two, was graduated from a well- 
known Eastern college. After graduation he 
came to New York City and secured a position 
as a salesman in a bond house. Two years 
passed in which he gained valuable experience 
in personal salesmanship and in selling by mail. 
At the end of this period he found that, although 
he did not dislike personal selling and had been, 
in fact, fairly successful, he had no strong 
liking for it. On the other hand, from talking 
to several of his classmates who were engaged 
in the advertising business, from reading books 
and articles on advertising, and from a little 
experience in helping his classmates write "copy, 
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he felt that he should like to go into advertising 
work and, in particular, to become a copy 
writer. 

While still continuing his work as a city bond 
salesman he attended lectures on advertising 
held in the evenings at one of the universities. 
This course further inclined him to believe that 
advertising was the work he wanted to do. 

From his talks with his classmates and with 
their acquaintances in the advertising business 
he soon saw that there were plenty of oppor- 
ttmities for good men .in that field, that the 
salaries paid were attractive, and, best of all, 
the chances to get ahead fast were good, for 
this field is comparatively a new one. 

He went over his qualifications and found 
that everything pointed in the desired direction : 
his four years of training in a college of arts 
furnished a good, sotmd background; he had 
always liked his English courses; he liked 
writing — ^in fact, he had written several stories 
for his college magazine; his two years of selling 
experience would be valuable, for advertising 
is a method of selling. He decided that he had 
the qualifications to make a good "copy man." 

Then he planned out how it would be possible 

for him to make the change from selling bonds 

to writing advertising copy. He decided to 

try to connect hunself with a big advertising 
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agency in preference to doing work in the adver- 
tising department of a business house, because 
he felt that he would get a broader training in 
the former place. 

And then, having analyzed the situation as 
completely as he could, he made up his mind 
to go into the advertising business. He made 
his decision. 

There are two questions that will help one 
to arrive at a decision, as follows : 

1. Do you like the vocation 3rott plan to get into per* 
manently? 

2. Have you the qualifications for this vocation? 

A more complete discussion of these two 
questions will be found in the next chapter. 
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MAKING THB DECISION 

^^Too many men drift lazUy into any job suikd or 
unsmUdfor tkemy and, when they don't get along well, 
blame everybody and everything except themselves" 

—Thomas A. Edison. 

Why You Must Make It Yourself 

\K ANY men rely too much upon the advice 
'^'^^ of others in this important matter erf 
making a decision on the occupation they are 
to go into. Of course it is desirable that you 
do go to others to get their views on the sub- 
ject, for often such information is of great 
value in helping you to make up* your mind. 
But, after all, it is usually not wise to follow 
too closely the advice of another person, for 
he cannot tell as well as you yourself can what 
you like, and, if you have carefully analyzed 
yourself, he cannot know your qualifications 
as well as you do, both your strong and your 
weak points. 
Choosing an occupation is of much more 
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vital ooncem to you than to the one who may 
advise. And, since this is so, he may not take 
the same care in deciding for you that you 
must take. Moreover, being influenced by 
his own inclinations and desires, he is more 
than likely to select for you an occupation 
into which he himself would like to go and in 
which he sees opportunities for himself. No 
one has as much at stake in making the decision 
as you have — ^and, accordingly, no one will 
give the question as much consideration and 
careful study as you should. Make your own 
decision. 

Make Sure that You Like the Work of Your 
Occupation 

"Blessed is he thai has found his work! Let him 
ask no other blessedness.'* — Caelyle. 

In all probability the most trustworthy guide 
to follow in choosing your occupation is your 
own likes and dislikes. Certainly it is true 
that if you dislike your work you will never 
advance far in it. You cannot possibly compete, 
other things being equal, with the man who is 
in the same work with you but who likes it 
immensely. He will devote not only his work- 
ing hours, but also his out-of-working hours, 

in bettering his ability; whereas you, because 
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you dislike the work, cannot take the s^e 
interest in it that he does. You are only too 
glad to stop all thought of your day's work 
the minute it is done. His work to him is a 
pleasure; to you it is just work. True satis- 
faction and happiness in life come from working 
at the kind of work one likes best. 

Many men continue in an occupation that 
they do not care for, merely because the wages 
are good. But it is not good business for them 
to do so, except, of course, as a temporary 
matter. The chances of their getting very far 
are slim because of their lack of interest in 
their work. They are merely temporizing, for, 
eventually, if ihey are to get ahead, they will 
have to get out of that kind of work and into 
one in which they will take an interest because 
they like it — or they will have to overcome 
their dislike of their work. The latter fact 
should not be overlooked. For example, con- 
sider the following situation: A yotmg man 
had just finished the second month of his expe- 
rience as a salesman, selling candy to jobbers. 
On account of his natural timidity he had had 
a hard time of it meeting and talking to his 
prospects, with the result that he took a dislike 
to his work. He was undecided whether to 
continue as a salesman or to look for another 
kind of job. Fortunately he decided that he 
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would first try to overcome his shjmess, with 
the intention of leaving his work if he failed 
to overcome it. At the end of a month of 
self-training he fotmd that he had succeeded 
in losing a great part of this diffidence and that 
he was now beginning to have a greater zest 
for his work. He later developed into a first- 
class salesman. In this case, he probably 
would have made a mistake if he had changed 
to another field before he had first tried to 
overcome his dislike for the work he was doing. 

Here you may well ask, "K I am now in one 
kind of business for which I have no great lik- 
ing, how can I tell whether I shall like any 
better another kind of business?" That, of 
course, is just the point. You must try to 
find out enough about several different branches 
of business so that you can tell what you do 
like. Read books that discuss the various 
fields of business, read trade papers, talk with 
your friends and acquaintances ' about their 
work — ^and try in other ways to find out about 
what the work of different branches of business 
is like. 

The general likes and dislikes that you already 

have will help you to decide. You know, for 

example, that if you do not like mathematics, 

and were never good in it, you ought to keep 

away from the fields in which figuring is largely 

28 



MAKING THE DECISION 

used, such as, for example, bookkeeping and 
accounting. 

In order to avoid any misunderstanding, it 
is advisable for me to add that the mere fact 
that you once disliked mathematics is no sure 
test that you should not take up bookkeeping 
or accotmting. Your dislike for mathematics 
may have been caused by the fact that you 
never received a good grounding in it. This de- 
fect made your later training in mathematics so 
difficult that you took a dislike to the subject. 
Such a dislike, however, may be removed by a 
careful study of the subject. You may then find 
that it is not so hard as it appeared before, and 
that, since it is now much easier for you, you 
have actually lost your distaste for it. It is usu- 
ally the case that we dislike anything that is 
difficult or hard for us; and, conversely, any- 
thing that we dislike is hard for us to do well. 

Benjamin Franklin, telling of how his father 
wanted to help him pick out a trade, said, "He 
therefore sometimes took me to walk with him 
and see joiners, bricklayers, turners, braziers, 
etc., at their work, that he might observe my 
inclination." 

The following facts now appear: (i) If you 

are already engaged in a business that you 

dislike, you should first try to overcome the 

cause of yotu: dislike; (2) before going into 
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a new field of work you should decide as best 
you can whether you will like it. This latter 
decision may be reached by investigating and 
learning as much as you can about the type 
of work of that field, and by determining whether 
the new vocation is a kind of work that, judging 
from past experience in school and in business, 
you already know you like. Under no condi- 
tion, however, should you choose as a perma- 
nent vocation a type of work which you dislike. 

Have You the Qualifications to Succeed in the 
Occupation? 

The mere liking to do a certain kind of work 
is not enough to enable you to choose the right 
occupation, for, in addition, you should pos- 
sess the essential qualifications demanded by 
the occupation. A clerk in a law office may 
have a very strong liking for law, he may have 
a keen desire to become a lawyer, but because 
of the fact that he has a pronounced defect in 
his speech it would hardly be advisable for 
him to attempt to become a trial lawyer — ^at 
least not until he had removed such a handicap. 

Consider the following illustration also: A 

man is employed as the assistant to the sales 

manager of a large corporation. His work is 

chiefly of a routine nature, such as checking 

orders, compiling statistics on orders, and keep- 
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ing in touch with competitors' prices. Prom 
his contact with his chief he develops a liking 
for the work performed by the sales manager. 
He decides that he will aim to make salesman- 
agership his occupation. It happens, how- 
ever, although he does not suspect it, that he 
is altogether lacking in initiative; he is unable 
to originate new selling ideas and plans. Before 
he could attain much of a success as a sales 
manager he must first possess that qualifica- 
tion — ^initiative. 

In order to save yourself from making a 
serious mistake, therefore, you should care- 
fully analyze the occupation you are consider- 
ing entering, to ascertain exactly what the 
essential qualifications for that occupation are; 
and then you should even more carefully analyze 
yourself to find out whether you have those 
qualifications. If you haven't them, you should 
either look arotmd for a different occupation, 
the qualifications for which you do possess, or 
you should set out to sectire the necessary 
qualifications. 

Considering the Opportunities in ike Various Fields 

It very often happens that a man has no 
particularly strong inclination to make any one 
of several branches of an occupation his per- 
manent vocation. He may like in a general 
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way, for example, work of a financial nature 
and, upon analysis, he may find that he has 
the general qualifications for that field. In 
such a case, he should first of all chart out the 
field so that he may ascertain whether or not 
he can narrow his choice, and also that he may 
consider the opportunities in each subdivision. 
This he may do as follows : 

I. Banking: 

1. National banks. 

2. Savings banks 

3. Trust companies. 

4. Private banks. 
3. Financial brokerage: 

1. Stock brokerage. , 

2. Bond brokerage. 

3. Public finance: 

1. Public utility companies. 

2. Underwriting companies. 

4. Private finance: 

I. Treasurer's office of corporation or company. 
Etc. 

In order to assist himself further, he may even 
subdivide each main branch of his field, as is 
done with the branch shown below : 

Trust company: 
I. Banking department: 

(a) Teller's work. 

(b) Cashier's work. 

(c) Credit investigation. 
Etc. 
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3. New business department: 

(a) General publicity and advertising. 

(b) Soliciting new accounts. 
Etc. 

3. Trust department: 

(a) Administering trusts and estates. 
Etc. 

4. Foreign exchange department: 

Etc. 

Such subdivision may give him a better 
view of the field than he had before and he 
may now be able to make a choice. If, how- 
ever, he is still unable to decide, a careful sur- 
vey of the opportunities in each branch may 
help to decide for him. 

If you find that you have a general liking 
for the work of a main division of business, 
and if, after consideration, you find that no one 
branch or subdivision of the field attracts you 
more strongly than any other branch, you 
should now consider the opportunities that 
exist in each branch and then choose the branch 
which offers the best opportunities. By "oppor- 
tunities" is meant the following: 

1. Chances for advancement. 

2. Chances for securing valuable training and experience. 

3. Chances for obtaining a good salary. 

Considering the Chances for Advancement 

It is only too true that many men fail to give 
any consideration whatsoever to the above-men- 
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tioned three points bd^ore they enter the new 
job. And because they were negligent and 
failed to look ahead they later suffer the con- 
sequences. One man finds that he has spent 
four years of his business life with a concern 
that was losing grotmd even before he entered 
it and that because it was not making much 
money it could not afford to pay much to its 
employees. It was not expanding, and, there- 
fore, there was little chance of advancement 
for its workers. This man finally realized 
these facts rather late; whereas, if he had 
taken pains he might easily have learned of 
the condition of the concern before he took 
the job. 

In another instance a man took a position 
with a small manufacturing corporation. After 
three years of hard work, with but little advance- 
ment, he discovered that this corporation was 
what is termed "a family affair"; that is, the 
great majority of its stock was owned or con- 
trolled by two families. All the important 
positions were held by members of these fam- 
ilies and, accordingly, there was practically no 
chance for him to advance very far. 

To be sure, many unavoidable mistakes are 
made in these matters, but in the two instances 
related above, both men could have learned 
the actual state of affairs if they had taken 
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the trouble, for the information was generally 
known in the trade. 

At the same time, however, even in unpro- 
gressive concerns and in "family affair" organ- 
izations, opportunities often exist if one can 
only see them. Too many men expect the job 
to make them; whereat they should make the job. 
Too often do these same employees say to 
themselves: 'This is a 'blind alley' job. I am 
not getting anywhere in it." Before coming 
to any such conclusion, it is wise to make sure 
that you yourself are not at fault. If you tried, 
perhaps you could put some life into the unpro- 
gressive concern; perhaps you could make 
yourself so valuable to the "family affair" 
organization that they would have to make a 
place for you. But you must find the oppor- 
tunities yourself. 

If, then, you are considering going perma- 
nently into a certain occupation, perhaps the 
most important question to consider is, "What 
are my chances of advancement in that occupa- 
tion?" Of course, if you intend to remain in 
that field for only a short time, such points as 
salary and the chance to secure valuable expe- 
rience will naturally be placed first. 

The wise business man is always trying to 
find what the future holds. The retail clothier 
buys his fall clothing in the spring and, in 
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making up his order, tries to determine what 
the demand will be in the fall. K prices are 
high, he buys less, for fear that the higher 
prices will prevent many customers from buy- 
ing. The manufacturer of building hardware 
tries to forecast the demand so that he may 
place his order for raw materials. In almost 
all fields it is necessary to look and plan ahead. 
And so with you. You must look ahead to 
ascertain what position you may be holding 
five or ten years from now in the company you 
are thinking of going with. 

The chances of advancement are usually 
better with a concern that is rapidly expanding, 
because, as it expands, more employees are 
needed and the older and more efl&dent ones 
are pushed ahead. New concerns usually offer 
better chances of promotion than do old and 
well-established concerns, although there is the 
danger that the new concern may not last long. 
Progressive concerns offer greater opportunities 
of rapid advancement than do conservative 
concerns. The ntian who selects a live, pushing, 
and successful organization, and who is able to 
secure a position with it, is carried right along 
with the tide unless he is hopelessly inefficient. 
Information regarding the character of a com- 
pany — ^whether old-fashioned, progressive, etc. 
— can usually be secured by talking with men 
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already in the field. They often know which 
concerns are pushing ahead, which are falling 
behind. 

Be as particular in choosing your employer 
for the opportunity of advancement you expect 
to make for yourself with him, as he is in choos- 
ing you for ae ability and quaMcations you 
can offer him. Look after your interests in 
picking an employer as he looks after his inter- 
ests in picking you. 

The Chances for Securing Valuable Experience 
and Training 

The second consideration you should have 
in mind in deciding on which job to go after is 
the chances offered by that job for securing 
valuable experience and training. You know 
that in business you are usually paid according 
to your ability — and your ability depends to 
a large extent upon your past experience and 
the training you have received. Hence, in 
choosing a job, try to select one which wiH give 
you good experience — an experience which you 
can later "cash in" on. For example: a man 
who is planning to become an advertising copy 
writer may find it advisable to get some actual 
experience as a personal salesman, for this 
experience will be very valuable to him later. 

Another man may decide that he wants to 
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become a credit manager. What could help 
him more to realize his ambition than the 
experience and training he can get in the credit 
department of a large company, the head of 
which department has a big reputation for his 
work? Later, when he is trying to secure the 
position of credit manager of a smaller com- 
I^any, the fact that he has had four or five years 
of experience under such a manager will be a 
valuable asset to him. 

A man who is just entering business should 
try as hard as possible to get a job with a first- 
dass company. He is then in the formative 
period of his business life, and the training he will 
receive should give him good business habits. 

In choosing a position to go after, then, give 

consideration to the opportimities it offers in 

the matter of advancement and training. Don't 

pay too much attention to the salary question 

— ^at least do not place salary above these two 

points. 

> 
The Chances for Obtaining a Good Salary 

The third point to consider is the question 
of your chances to obtain a good salary. This 
question involves the matter* of the salary 
offered at the beginning and also the matter 
of the salary you can expect later on. 

Many men have made the mistake of allow- 
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ing the salary ofiEered at the beginning to affect 
their choice. And here again the farstghted 
man, the man who "uses his head/' pauses to 
look ahead a bit. He says to himself, "The 
salary offered is tempting, but what shall I be 
getting five years from now?" And such a 
question should be carefully considered. 

As a general rule, positions that offer good 
opportunities have a lower beginning salary 
than positions which offer small opportunities. 
To tempt men to take the latter positions, a 
larger salary must be offered; or, what is per- 
haps more technically correct, to secure workers 
for such jobs a higher beginning salary must 
be offered. Positions that possess obvious oppor- 
tunities attract many applicants because good 
men are usually willing to sacrifice a part of 
their present income so that they may have a 
chance later to make a much larger income 
than they could expect to make in another 
business. Such men can be secured for a salary 
tower than that paid in other businesses. 

With reference to this point, it is interesting 
to note the statement made in the American 
Magazine by Harvey D. Gibson, who at the 
age of only thirty-four became president of the 
Liberty National Bank of New York City, and 
who is now president of the New York Trust 
Company : 
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The average man entering the service of a large corpora- 
tion at eighteen or twenty (or a little later than that if he 
has been at college) may expect during the first two or three 
years to earn a bare living. If he earns much more than a 
bare living he is likely to be in a blind-alley position, for 
which very little preparation is required. It is a bad sign 
for a job to pay too much at the beginning. The beginners, 
as students of business, as apprentices, are not, in terms of 
service rendered, worth very much. Years ago, in fact, 
they would have had to serve for nothing, or in some cases 
to have paid the employer to take them in. The present 
rates of pay are high; they will probably decline rather than 
increase during the next few years — although as expressed 
in purchasing power they will not be lower. Taking to- 
day's pay, a yotmg man, after five years of work, ought to 
be earning between $2,500 and $3,000 a year. After ten 
years he should be earning around $5,000 a year; and about 
that time opportunities will ordinarily begin to present 
themselves. 

In this connection I am reminded of two 
brothers, aged twenty and twenty-two, respec- 
tively, who, after a short experience in business, 
decided to make a change in their jobs. The 
older brother secured a position as a waiter, 
in which position his wages and tips averaged 
him about thirty dollars a week. He offered 
to get for the younger brother a job as a waiter 
in the same restaurant, but the younger brother 
fortunately decided that there was not much 
of a future there ; that he could not learn much, 
and that the experience would not be of much 
assistance to him later in life. He finally 

decided to take a position as a ''runner" in a 
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brokerage office, the pay for which was only 
five dollars a week. In fact, of the various 
jobs that he might take, the job that he did 
take offered the lowest salary. But he saw 
opportunities for advancement in such a field. 
He saw that he would be learning an important 
business and that the experience and training 
he would receive would be of value to him later. 

To-day, at the end of four years, the older 
brother is still just a waiter, still averages 
about thirty dollars a week, and sees no future 
before him. The younger brother is now a 
bond salesman and is making approximately 
three thousand dollars a year, or about fifty- 
six dollars a week. But, best of all, his future 
prospects are bright, for from his daily experi- 
ence and training he is developing rapidly into 
a better salesman. 

Of course this story does not prove that the 
older brother would have been just as success- 
ful as the younger brother if he, too, had become 
a "rtmner,'* but in all probabiUty he would 
be better off as respects his future than he is 
to-day if he had selected a job that offered 
opportunities for advancement, or, what is 
even more to the point, if he had pushed himself 
ahead in the restaurant business as his brother 
had done in the brokerage business. 

And so with you. Don't take a job just 

41 



HOW TO CHOOSE AND GET A BETTER JOB 

because you can make more money from it 
now! Look ahead a bit. Find out what salary 
a man can expect after, say, five years in that 
occupation you are thinking about entering. 
Take the job that offers you the opportunity to 
make a good salary in the future. Success in 
business isn't a question of whether you are 
making more money than the next man now, 
but whether in five, ten, or fifteen years from 
now you will be making more. To make a 
success in business you must build for the 
future — not for the present. • K it appears 
that there are no opportunities in your present 
job, don't be too sure that they aren't there. 
Look for them. Before Woolworth showed 
that it could be done, nobody thought that a 
man could make milUons of dollars running a 
five-and-ten-cent-store business. 
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WHEN CIRCUMSTANCES INTERFERE 

• 

''/ did not have to overcome any handicap of inhet' 
ited wealthfWhich usually takes aU ambition of achieve- 
ment out of a young man^—F. W. Woolworth. 

"// we did not have to struggle we would be weak- 
Hngs. If we struggle manfully and push on^ everyr 
thing wiU work out right and we will be successful,** 

—John D. RocKsn^ixEs. 

It Can Be Done 

TT is sometimes easier for one to determine 
* what ocxnipation one wants to follow than 
it is to see one's way dear to following it. Biog- 
raphy is full of examples of fathers who forced 
their sons to take up occupations distasteful 
to them and of how these sons finally got into 
the work that they themselves wanted to do. 

History, too, is full of stories of men who 
won their way over poverty, lack of education^ 
and other adverse circtmistances, to success 
in their chosen fields of activity. Such stories 
are well known as those of Demosthenes, who, 
.by practicing with pebbles in his mouth, over- 
came a defect in his speech and rose to become 
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one of the greatest of the Athenian orators; 
and of Abraham Lincohi, who literally picked 
up an education by reading and studying a 
few books in the flickering light of a fire. 

But few people realize that many of the most 
successful of present-day business men had 
just as htmible a beginning as Lincoln, and 
just as hard obstacles to overcome. Prank 
W. Woolworth, the founder and head of the 
great Woolworth chain of five-and-ten-cent stores, 
was once a dry-goods derk at Watertown, 
New York; Charles M. Schwab, former head 
of the United States Steel Corporation, and 
now chairman of the board of directors of the 
immense Bethlehem Steel Corporation, was 
once a stake driver at a dollar a day; H. P. 
Davison, one of the partners of J. P. Morgan 
& Co., began life as an errand boy in a bank; 
Charles H. Sabin, the president of the great 
Guaranty Trust Company of New York, is 
an ex-farm boy; almost without exception, 
the heads of the leading railroads began at 
the bottom as brakemen, telegraphers, and in 
similar positions. Indeed, the truth is that 
five of every six really big business executive 
positions in the United States are now filled 
by men who started in htmible circumstances 
and who had to make their own way in life. 

No man, therefore, should feel that such 
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circumstances as poverty, lack of education, 
and residence in a small town are too great 
handicaps to be overcome. In fact, to be 
facetious for a moment, it would almost appear 
that these circumstances were necessary for 
a brilliant success in business. Most of the 
heads of our biggest business enterprises were 
once poor, many of them are not college-trained 
men, and the great majority of them came 
from small towns. 

Any man who feels discouraged over his 
prospects should read the biographies, auto- 
biographies, and stories of the men who have 
made tremendous successes in business. (Sev- 
eral excellent biographies are listed on page 212.) 
By such reading he will learn that greater 
obstacles in one case or the other confronted 
them than do him. And all these obstacles 
were overcome. To be perfectly frank, little 
is said about the men who failed because they 
were imable to overcomie their handicaps; but 
it is certainly true that men have surmounted 
the most discouraging of circumstances and 
have shown that it can be done. 

Not all of us can be Camegies, Woolworths, 
Schwabs, or Vanderlips — ^for these men pos- 
sessed capacities and intelligences far above 
those that most of us possess or ever shall pos- 
sess. But their overcoming of the obstacles 
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that confronted them helps to show us that 
unfavorable circumstances need not he allowed 
to stand between us and the successes which are 
within our capacities and intelligences to secure. 
They overcame theirs, and we can overcome 
ours — ^if we really try hard enough to do so. 

After all, success, even in business, is not 
and should not be measured by the yardstick 
of the dollar. Nor is it to be estioiated by 
the prominence that a man occupies in busi- 
ness. Rather is it to be measured by the dis- 
tance a man has risen in life, considering the 
obstacles he has had to contend with and the 
material (qualifications, intelligence, capacity, 
etc.) he had to work with. The real test of your 
success will be, ''Home you made the most of 
your self V^ 

The Obstacles to Success 

Two of the most common and real obstacles 
of life that must be; overcome by the ambitious 
man if he is to be successful are as follows: 

I. Lack of health. 

3. Lack of education or training. 

Two of thfe most common and apparently 
real obstacles are as f oUows : 

1. Poverty. 

2. Residence in a small town. 
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Since most of us have to overcome ofie or 
more of these obstacles, it is advisable for us 
to consider them carefully, so that we may see 
how they can be surmounted. 

Lack of Health 

^'Hardly less than mental ability are bodily health 
and vigor necessary to success. Talents alone, houh 
ever fine, will not insure success,*' 

— WttUAM Matthews. 

K you already have had any experience in 
looking for a job, you know that one of the 
first things a prospective employer asks is, 
"What can you do?" or, "What training or 
experience have you had?" Prom such occur- 
rences you have learned that experience and 
training in a field of business are essentials to 
your progress in that field. But because no 
employer has asked you whether you are healthy, 
you probably have not considered that good 
health is important to your success. Or since, 
perhaps, you are young, you may say, "I already 
have health — ^and lack of health cannot, there- 
fore, be an obstacle in my path." But the 
question is not so much whether you possess 
health now; rather is it, "What are you doing 
to keep it if you have it?" 

So much has been written about the value 
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of good health in business that the subject may 
seem to you to be worn threadbare. The cry 
of "Wolf!" has been dinned in your ears so 
many times that it may no longer convey any 
meaning of danger. But let me review for 
you the sound business reasons why good health 
is essential to your success and why, if you 
possess it, you should strive to keep it, and why, 
if you do not possess it, it is necessary for you 
to get it before anything else. 

First of all, good health means energy — and 
energy is the dynamic power which enables us to 
do things. In fact, nearly all successful men 
are marked by the possession of apparently 
imlimited energy. 

Can you work better when you are feeling 
fine or when you feel ill? As a matter of fact, 
from your own experience in life, haven't you 
been able to do more and better work when 
you were feeling fine than when you were feel- 
ing not so good? And did you ever notice 
that it is harder to work when you do not feel 
right? 

Edison once said that the first great essential 
to achieve anything worth while is hard work. 
When Henry C. Frick, who was bom poor, 
who became a millionaire before he was thirty, 
and who recently died leaving a fortune of 
more than $125,000,000, was asked the secret 
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of his success, he replied: "There is no secret 
about success. Success simply calls for hard 
work." Is it possible to do hard work if you 
aren't in good health? Yes, it is possible, it 
has been done — ^but as a general rule the man 
who is not in good health cannot keep it up long. 

Charles Schwab, who in fifteen years rose 
from a dollar-a-day stake driver to become the 
head of the Carnegie Steel Company at a salary 
of $1,000,000 a year, is noted for his robust 
good health, his astounding energy, and his 
great personal magnetism. Would it have been 
possible for him to have done the many tre- 
mendous things he has done if he had not had 
good health ? 

Besides being one of the chief sources of 
energy, good health is also one of the main 
sources of personality, dear thinking, and 
other fundamental qualities that help so much 
in the gaining of success. Men who are in 
poor health seldom have an attractive person- 
ality. When a man is suffering from dys- 
pepsia, it is difficult for him to be agreeable 
to others. Even a slight headache may make 
a man disagreeable. Moreover, the man who 
is not in good health finds it difficult to think 
clearly. The brain usually works bcSst when 
the body feels best. 

Good health, therefore, is a valuable asset 
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to the man who desires to get ahead; and lack 
of health is a handicap. Business is a very 
strenuous game, and, although the battle is 
not always to the strong, the chances favor the 
strong. Hence, if you do not possess good 
health, work to get it before anjrthing else. In 
this connection you may recall that President 
Roosevelt, who was known the world over for 
his strenuousness and his energy, was heavily 
handicapped by poor health in his early days. 
Realizing the value of robust health, he went 
West and spent several years on a ranch to 
develop himself. And all through his life he 
not only preached the value of good health, 
but he also practiced what he preached by 
going on hunting expeditions of the most stren- 
uous kind and by taking daily exercises in order 
to maintain his rugged health, from which, in 
large measure, his energy and resulting success 
were derived. 

If you are healthy, take pains to preserve 
and develop this asset. I need not here take 
up space in telling you how to do it, for, as I 
have already said, you will find much on this 
subject in other books. 

Lack of Education or Training 

Business of to-day is much more intricate 
and complex than formerly. And the man of 
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to-day who expects to make a success in it 
must know more about business than was 
formerly required, with the result that lack of 
education or training is a greater disadvantage 
than it used to be. 

During the past twenty years efficiency in 
business has increased rapidly, partly as a result 
of the intensive study that has been made of 
business and partly as a result of the business 
training received by men at university schools 
of commerce, or in classes organized and con- 
ducted by the larger corporations for the ben- 
efit of their employees. Many of the men 
entering business to-day are well trained in 
their work before they begin it, and when they 
do get into business many of these same men 
receive an additional training in the classes 
conducted by their employers. 

Business of to-day, in fact, is like a profes- 
sion; the man who intends to make a success 
in it must be trained for it. Even after he is 
in it, he must continue studying it. 

All this has tended to raise the standards 
of the training and knowledge essential to suc- 
cess, and has served to increase the handicap 
placed on the untrained worker. Of course, 
hard work, persistency, and confimon sense are 
still as valuable as ever in the attainment of 
business success. But more and more is the 
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untrained man being placed at a disadvan- 
tage. 

There exist to-day, as never before, oppor- 
tunities to overcome gaps or defects in educa- 
tion. In most of the larger cities general edu- 
cational classes, as well as classes in specialized 
work, are given in the evening at the public 
schools, by private schools, by the Y. M. C. A., 
the K. of C, and so forth. No matter where 
one resides, one can always take courses by 
correspondence, not only from such institu- 
tions as the Alexander Hamilton Institute, 
the Business Training Corporation, and the 
International Correspondence Schools, for exam- 
ples, but also from universities — Columbia 
University and the University of Chicago, for 
examples. In addition, libraries are accessible 
almost everywhere, so that there is nothing to 
prevent any man from studying those subjects 
about which he feels he ought to know more. 
In fact, considering the educational facilities that 
exist to-day t it may be said that any man that is 
lacking in education has only himself to blame. 
(A Hst of books on business will be found on 
page 212.) 

Knowing, as you do, that education will 
always be a valuable asset to you in business, 
analyze yourself with the view of finding out 
wherein your own education is weak. Be 
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honest with yourself. Is your English as good 
as it should be? You will use it every day in 
business, both in talking and in letter writing. 
And what about your knowledge of arithmetic 
and the higher forms of mathematics? A good 
business man must know how to use figures. 
Have you a general knowledge of economics, 
oflSce management, bookkeeping, selling, etc.? 
If you find that you are weak or deficient in 
one or more of these subjects, start in now to 
gain the necessary knowledge. Don't let the lack 
of sufficient education hold you back. Don't 
let it be an obstacle in your path. It can be 
overcome, and you know it can, for the facilities 
for overcoming it are right at yotu* elbow. 

Poverty 

Poverty never was and never will be an 
obstacle to success in business. In fact, poverty 
is often a blessing in disguise, for from strug- 
gling to overcome its obvious disadvantages 
men have been made strong — stronger, indeed, 
than men who, possessing equal qualities, never 
were forced to develop them. 

I am discussing the point merely because 
several men who have come to me for advice 
about their business careers seemed to think 
that because they did not have much money, 
or because their parents were partly dependent 
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upon them for support, they could not afford 
to spend money for this or that kind of educa- 
tion, for books, and so forth. They seemed to 
think that poverty was an aknost insurmount- 
able obstacle. This is not so at all. Poverty 
is a temporary condition which exists only long 
enough to train a good man how to get the 
most for his money and how to fight to get 
what he wants. It supplies him with the 
incentive to get ahead — to make the money 
that will eliminate the condition. 

In partial substantiation of the fact that 
poverty in early life is not an obstacle, I wish 
merely to mention the fact that John D. Rock- 
efeller, George Eastman, Henry Ford, Julius 
Rosenwald, Thomas E. Wilson, F. W. Wool- 
worth, and many other men who have made 
such tremendous successes in business were 
bom poor. 

Arthwr Brisbane, the $2oo,ooo-a-year editor, 
once said, in the course of an interview, reported 
in Success: 

I wasn't a rich young man, thank the Lord. If I had 
been, I should have been a loafer like other rich young men. 
Millions of men succeed in spite of poverty, but few succeed 
in spite of wealth. 

Poverty is an obstacle only when it is allowed 
to be— only when a man permits himself to 
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become discotiraged and beaten by merely 
temporary conditions. 

Residence in a Small Town 

On several occasions young men have said 
to me: ''I live in [naming a small town] and 
I can't see any future there. What should I 
do?" They seem to think that residence in a 
small town is an obstacle to their success — 
and they are partly wrong and partly right. 
A small town often does offer a future — ^that 
of being "a big frog in a little puddle," which, 
many of us think, is far better than being "a 
little frog in a big pond." But to make big 
money in business, men must go where big 
money can only be secured — i. e., in the big busi- 
ness centers. 

The small town offers many advantages 
that the big city does not offer — ^at least not 
immediately to the man who has not already 
risen in business. In a small town a man has 
a better home, good friends and acquaintances, 
and living is usually cheaper. 

On the other hand, there are certain occupa- 
tions that demand that residence be taken up 
in a large city. The small town, for example, 
seldom has enough business to require the full 
time of a certified public accountant. Hence, 
the man who is plaiming and preparing to 

55 



HOW TO CHOOSE AND GET A BETTER JOB 

become a certified public accountant must 
seek the place that can afford to pay him his 
fees, that does have the business to keep him 
busy — and this place is, eventually, the large 
city. Moreover, the man who desires to spe- 
cialize in advertising must come to the city. 
And so it goes with most of the specialized 
occupations. 

All* this is in addition to the fact that the 
big city offers greater opportunities to make 
large salaries — ^but the competition for these 
salaries is keener than it is in the small town. 

At all events, residence in a small town need 
not long remain an obstacle. If one has decided 
upon a certain occupation, and if he realizes 
that his choice of this occupation means that 
he will have to go to the city, let him go to the 
city. What is there to prevent him from sav- 
ing enough money to keep him for a month or 
so while he is looking for a position in the city? 
He will find that his former residence in a small 
town does not handicap him in the eyes of his 
employers. And after he has decided to make 
the move, the quicker he does so the better. 

What Will You Be — a Success^ a Failure, or an 
In-Betweenf 

After all, the question of what you will be 
is right up to yourself to answer. And the 
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answer lies solely with you. To paraphrase 
Henley's famous lines: 

You are the master of yoat fate^ 
The captain of your soul. 

If you sincerely and earnestly wish to make 
a success of youself , you can do it and you will 
do it. It is really a question of whether you 
desire it strongly enough to undergo the hard 
work that is demanded from all men in return 
for success. 

You may feel that the obstacles that confront 
you are more difficult than those that confronted 
other men. You may feel that your case is 
different. But just recall to your mind that 
old trifed-and-true statement, "You can't keep 
a good man down." If you are a good man, 
you can't be kept down. And if you aren't 
a good man, you can make yourself a good one 
by study, training, and by striving constantly 
to develop yourself. 
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*'The slaw penny is surer than the quick doUc/r. Tk4 
slaw tratter will aut4ravel the fleet racer. Genius 
darts, flutters f and tires; but perseverance wears and 
wins" — ^Marden. 

Knowing How to Sell Your Services 

TET us assume now that you have planned 
-" out, at least in a general way, what you 
intend to make of yourself in business, and 
that you have decided upon the kind of job 
that you want. The next step is to consider 
how you should go about getting the job you 
have in mind. 

No matter whether you have a job at pres- 
ent, and no matter whether you like the field 
you are in, it is good insurance against the 
future to know how to go about getting a job. 
You can never know when you may lose your 
position, through no fault of your own; and 
you can never tell when you may see an oppor- 
tunity of changing yoiu- position for a better 
one. Be prepared for such happenings. 

Moreover, it is an asset to you to know how 
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to get a job, for getting a job is only another 
way of saying "selling yoiir services." Cer- 
tainly it is always going to be valuable to you 
to know how to sell your services — to secure 
the opportunities you so much desire. Many 
men in business are getting more for their serv- 
ices than are other men who are as well qual- 
ified, simply because the latter did not know 
how to secure the kind of position in which 
their qualifications and ability would command 
their full value. And if, when it comes down 
to selling yourself into a job, you are a good 
salesman, you can get better opportimities and 
more salary than can the man who can offer 
equal qualifications, but who does not know 
how or where to sell them. 

When I was writing the above paragraph 
I happened to recall how an acquaintance of 
mine had prepared to meet the emergency of 
losing his position, and although he is to-day 
the head of a nationally known advertising 
agency, he is still ready at a moment's notice 
to launch his campaign to secure a job if things 
should go wrong. Years ago, however, when 
he was depending upon a small salary to sup- 
port himself, his wife, and two young children, 
he realized that if he suddenly lost his job he 
would have to get another one very quickly 
before his small savings were eaten up. To 
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be ready for such a contingency, he carefully 
wrote out in detail his entire campaign, even 
down to the letters of application. Fortunately, 
however, he has never needed to use it, but it 
was ready if the occasion ever arose — ^it was 
his insurance against possible hardship. 

Just now the only thing you have for sale, 
the only thing that you can get money for, is 
the service you can give your employer. It 
is not good business not to try to market it in 
such a way as to secure its full value. Surely, 
if you owned a house and desired to sell it, you 
would try your hardest to get as much as it 
was worth. The ability, therefore, to sell 
your services for a just price is valuable to you, 

I have seen men, who were not compelled 
to do so by force of circumstances, take the 
first job that was offered to them, whereas if 
they had only tried a little harder to sell their 
services they could have secured a position 
with equal or better opportunities, and with 
five or ten dollars more per week to boot. To 
accept the first job offered is just as if you 
accepted the first offer for your house without 
trying to get other offers. 

How to Market Your Services 

Getting a job should not mean getting any 

job; it should mean getting the job for which 
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you are best fitted and which oflEers the best 
opportunities for advancement. The oppor- 
tunities are more important by far than the 
salary offered to begin with. To get such a 
job demands a systematic and careftd survey 
of the market for your services, a well-directed 
plan for securing what you want, and persist- 
ency in canying out your plan — ^all of which 
is called "marketing your services." How one 
man did it is told below. 

A student in one of my evening classes at 
New York University School of Commerce, 
Accounts, and Finance was employed as a 
salesman for a concern that manufactured and 
sold plumbing fixtiures. After having spent 
several years with this concern this man finally 
came to the realization that the opportunities 
for advancement and larger salary at his present 
place of business were extremely limited because 
the concern was small and unprogressive. He 
decided to make a change to some company 
that was larger and more active. 

Now he could have selected one company 

and could have made his application to that 

company for a position. But in view of the 

fact that he was thirty-three years of age, was 

married, and had two children, he realized that 

he could not afford to make another mistake 

and practically waste two or three more years 
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in a job that later could not offer opportu- 
nities. He wanted a position with a company 
in which he could stay and advance. To get 
exactly what he wanted required thinking and 
planning on his part. 

After careful consideration, he finally selected 
a list of twenty-five companies that sold tech- 
nical products similar, or nearly similar, to 
those sold by his present employer, that were 
progressive, and that, from his own analysis 
of their personnel and product, he believed 
offered better opportunities for advancement. 
He even went so far as to ascertain their credit 
standings in Bradstreet's rating book, to 
make sure that they were financially sound. 
Of cotu'se his own knowledge of the trade 
helped him in selecting his list of prospective 
employers. 

After he had secured his list, he wrote a letter 
of application to each of the twenty-five con- 
cerns. He then had these letters typed by a 
public stenographer. From his twenty-five ap- 
plications he received eleven requests to call 
for a personal interview. He called on each 
of these eleven and had ready for the inter- 
view a carefully prepared sales talk on the 
value of his services to that company. His 
calling on the eleven restdted in six definite 

offers, each of which he tactfully postponed 
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his acceptance of on the plea that he was con- 
sidering other oflEers. 

He next reviewed in detail the opporttmities 
that each of these six companies offered. And 
then, and only then, did he make his choice. 

Five years have now elapsed. This man 
is still with the concern he chose. He has 
been steadily advanced and is now the next 
in line for the position of sales manager. The 
last time I saw him he told me that he had 
made no mistake in his selection and that if 
he were making his choice over again to-day 
he would pick the same company. 

Although he chose the company that offered 
him the greatest possibilities for advancement, 
it is interesting to note that the salaries offered 
him by the six companies ranged, from thirty- 
five dollars a week to forty-eight dollars a wedc. 
Even if he had considered salary before oppor- 
tunities, his careful marketing of his services 
would have meant a difference of $676 a year. 
That is another reason why it pays to market 
your services right and not to take the first 
offer that comes to you. The difference in 
opporttmities is even greater, although it can- 
not be accurately measured in dollars and cents. 

In order to market your services properly, 
you should give careful consideration to these 
points: 
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I. Knowing what 3rou want to get. 
3. Knowing what you have to sell. 

3. Knowing the market for your services. 

4. Knowing how to sell yotir services to that market. 

Before passing on to a consideration of these 
points you will find it advisable to give heed 
to this bit of advice: Take your time about getting 
a job or in making a change. Many men have 
made one mistake after the other by jtunping 
this way and then that way. In the end they 
find that they are little, if any, better off than 
when they started. 

Getting a job or changing positions is a very 
serious and important matter to you, person- 
ally. And because it is so serious and impor- 
tant, you should carefully consider the matter 
from all angles before making a move. Such 
maxims as "Look before you leap," "Better 
be siure than sorry," and, "Great haste often 
makes great waste," apply here. Unless cir- 
cumstances force you, do not snatch the first 
job offered. Careful consideration and slow, 
deliberate action will often serve to secure for 
you not only a better salary, but better oppor- 
tunities as well. 

Knowing What You Want to Get 

You should know the kind of position to aim 

for because, knowing what you want to get, 
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3^u have a better chance of getting it than if 
you haven't yet been able to make up your 
txnnd. Even though you haven't been able to 
decide upon the occupation that you wish to 
get into permanently, you should take pains 
to market your services in just as careful a 
way as the man who is fortunate enough to 
know what he wants. You should look for 
the position that offers opportunities in the 
form of advancement, for it may later develop 
that you will like that work and that you will 
desire to remain in that field. If that state 
of aflfairs does come about, you will then not 
be compelled to lose the rights of seniority that 
you have won, for your present employment 
will offer adequate opporttmities. 

It is not out of place here to mention the 
fact that many men waste their time in apply- 
ing for positions for which they do not possess 
the proper qualifications. Even if they do bluff 
their way into the positions, they cannot hold 
them long, and then they are again back at the 
point from which they started. Moreover, the 
record they will be asked to submit to the next 
prospective employer will be blackened by fail- 
ure. It is certainly not wise for a man to go 
out over his depth unless he knows how to swim; 
and it is not good business for a man to apply 
for a job that he can't swing even if he gets it. 

6S 



HOW TO CHOOSE AND GET A BETTER JOB 

It is true, however, that a certain amount 
of bluff will secure opportunities that would 
otherwise be lost to one. The good salesman 
must often bluff the office boy into believing 
that his call is important; but after he has 
secured the opportunity to present his sales 
talk to the boss, he succeeds or fails on his 
ability as a salesman. And so, too, with the 
applicant for a position: he may bluff the 
employer into feeling that he can do the work, 
and he may thus seciu^ the job, but he must 
be prepared to back up his bluff with real ability. 

Knowing What You Have to Sell 

Before a good salesman attempts to do any 
selling, he first makes a careful study of his 
goods. He tries to know as much as possible 
about them, so that he can present to the pros- 
pective customer their good points. He next 
studies his prospective customer to find out 
what the customer would like to know about 
these goods. 

You are in a similar position. You are a 

salesman, for you are attempting to sell yoiu* 

services to a prospective customer, and selling 

services is just like selling a product. And 

you, too, should know what you have to sell 

and also what the customer would like to know 

about these services. 
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One way to get the right view of this matter 
is to assume for the moment that you are the 
owner of a small factory and that you are in 
need of a bookkeeper and cashier. Assume 
further that you are now interviewing an appli- 
cant for the position. What do you want to 
know about him? The first questions, pos- 
sibly, that you would ask him would be these: 

1. "What experience have you had in keep- 
ing books?" — This is probably the most 
important question, for it will bring to 
light what the applicant can do; and 
ability to do a thing is what you are buying. 

2. "Where are you working now?" — If the 
applicant says that he is working at [nam- 
ing a place], the next question would be, 
"Why do you want to leave?" The 
answer to this latter question may show 
that the applicant has an undesirable 
quality. He may say, for example, that 
he can't get along with the people in his 
office; or that the work is too hard. From 
his answers, you may decide that he hasn't 
the right personal qualities. K, on the 
other hand, he says that he is not working 
at present, you would probably ask him, 
"Why not?" And again his answer may 

show that he would not make a desirable 
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employee. For example, the answer that 
he hasn't been working for three months 
might indicate, unless he gave good reasons 
to the contrary, that he was not a good 
bookkeeper and had, therefore, been tmable 
to get a job. 
3. "What are your references?" — K the book- 
keeper is also to act as cashier and to 
handle your money, you surely would 
want to make certain that he is honest. 
In other words, honesty is an essential 
quality and you would later inquire of 
his references as to whether they thought 
him to be honest. 

Since the applicant in this instance is facing 
you, you can judge whether he meets your 
requirements respecting age, personal appear- 
ance, ability to talk well, and so forth. If you 
are satisfied that the applicant would make a 
good employee, you would next discuss the 
question of salary with him. 

These questions that you asked the appli- 
cant, and this personal judging of him as he 
sat facing you, were for the purpose, on your 
part, of ascertaining whether the applicant had 
what you wanted and, also, wheiher he was the 
best thai you could get for the money. And those 

same points are what your prospective employer 
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wants to find in you. He wants to know whether 
you have the desired and necessary experience 
and personal qualities required for the posi- 
tion for which you are applying; and whether 
you are the best man he can get Jor the salary the 
position offers. And that is why you must 
know what you have to sell, so that, no matter 
whether you are applying for the position by 
letter, by advertising, or in person, you can 
tell him what he wants to know; so that you 
can bring out your strong points; and so that 
you can convince him that you are the best 
man for the place. 

In this coimection, it is well to remember 
that it seldom happens that you will be the 
only applicant for the place. 'jThe better the 
place, the more applicants and the keener the 
competition. Who do you think will win out 
over his competitors— the appUcant who pre- 
sents what he has to sell in a careless, take-it-or- 
leave-it manner, or the applicant who, with 
equal, or nearly equal qualifications, clearly 
and concisely describes his qualifications and 
tries to convince the employer that he is the 
best man for the position? Getting a job in 
the face of competition demands the same good 
salesmanship that selling merchandise demands. 
To sell yoiu" services you must push them. 

And to be able to push them you must know 
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what you have to sell in order that you may 
emphasize yoiu* strong qualities and your peculiar 
fitness for the position. 

Let us next see, in a general way, what things 
make an applicant's services desirable to the 
prospective employer. It is not possible to 
list these points in the order of their impor- 
tance, for one occupation places more emphasis 
on the possession of a certain qualification than 
does another. For illustration, personal appear- 
ance would be rated higher by a bond house 
in its consideration of an applicant for a posi- 
tion as a salesman than it would by a factory 
considering an applicant for a position as a 
cost accountant. In general, however, the fol- 
lowing qualifications are given consideration: 

1. Experience. 

2. Education and training. 

3. Personal qualities: 

(a) Hard worker. 

(b) Energy. 

(c) Pleasant personality. 

(d) Integrity. 

(e) Initiative. 

(f) Appearance. 

(g) Tact. 

(h) Ability to handle men. 
(i) Common sense. 
Etc. 

These are the qualifications that employers 

want in their employees. The more and better 
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developed qualifications you have, the more 
you can get for them. 

« 

Knowing How to Find the Market for Your Services 

To market your services to the best advan- 
tage to yourself demands that you know where 
to offer your services for sale. If you solicit 
a job by person or by letter in a hit-or-miss 
fashion, you will only cause yourself needless 
work, and in the end you will probably not get 
such good results as you would if you had care- 
fully studied your market before you took any 
action. 

When the United Cigar Stores Company is 
planning to open a store in a city, it does not 
accept the first property offered; nor does it 
take a chance that a certain location is a good 
one. It tries to find the place that is the best 
place in which to offer its goods for sale. To 
accomplish this purpose, its trained investigators 
seek to discover the comer or site past which the 
greatest number of smokers go. Such a spot is 
the best place in which to market its products — 
tobacco and accessories. 

The taxicab driver knows that there are 
certain places in which he has the best oppor- 
timities to sell his services. Such places are 
the railroad stations, hotels, theaters, and so 
forth. 
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The salesman of a high-i^ced adding madiine 
must know who the prospective customers for 
his machine are before he can go to them to 
sell it. For example, he knows from experience 
that the small merchant is generally not a good 
prospect. And from experience he has learned 
that his success depends in large measure upon 
his choice of prospects to call upon. 

You are confronted with a similar problem; 
i.e. 9 to find the list of prospective customers who 
may have need for your services, who can 
aflford to buy them, and who can give you what 
you want in the matter of opportunities, expe- 
rience, and salary. 

If you reside in a small city yoiu* problem is 
not a diflScult one, for there may be only two 
or three companies that can give yOu the kind 
of job you want. In this case, your real prob- 
lem is to sell your services to the best of the 
companies. Or, it may be that you will have 
to go to a larger city in order to get the kind 
of position you desire. 

With the man residing in the large city the 

problem is to select carefully the companies 

that are the best possibilities. To solve this 

problem he must and should do quite a bit of 

investigating. He should inquire of his parents 

and of his friends and acquaintances, especially 

those who are working in the field in which he 
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desires to go. From these sources he should 
be able to learn the names of concerns that 
might be likely prospects. He should use his 
ingenuity, as, for example, one man did who 
wrote to several editors of trade publications 
and asked them to give him the'names of the 
four or five largest concerns in that tjrpe of 
business in his city. In fact, he should use 
his wits to the utmost to get the list of concerns 
to which he will later attempt to sell his services 
by letter or by personal solicitation. 

It sometimes happens that the kind of job 
you want is advertised either in newspapers, 
trade publications, by wor4 of mouth, or other- 
wise. Your chief problem in that case is one 
of selling. Or, again, you may find what you 
want at an emplojncnent agency. As a rule, 
however, the best jobs are not to be secured 
in these wajrs. The concerns that offer good 
opportunities usually have a waiting list to 
draw from or they pick men from those who 
apply. 

Methods Used in Selling Your Services 

When one has realized that getting a job, 
especially the better kind of job, is really a 
matter of selling, it becomes necessary for him 
to determine upon the methods to be used. 
The chief methods are as follows: 
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z. By letter: 

(a) Answering advertisements. 

(b) Soliciting a position not advertised* 

2. By personal solicitation. 

3. By advertising. 

On account of the importance of this general 
topic the above-mentioned points are discussed 
in detail in the succeeding chapters. 



ANSWERING ADVERTISEMENTS 

"There is no secret aboui success. Success simply 
calls for hard work"—IiEJim.Y C. Prick. 

Possible Opportunities 

A LTHOUGH the best jobs are, as a rule, not 
'^^ advertised, yet frequently good positions 
can be secured by answering advertisements 
appearing in the "Help Wanted" columns of 
newspapers and in the classified sections of 
trkde journals or trade papers. And, since 
in your search for a better job you should leave 
no stone unturned, you will find it advisable 
not to overlook possible opportunities from 
this source. 

Most advertisements for *'Help Wanted'* 
contain neither the name of the advertiser nor 
his address. Instead, a "blind" address is 
usually given, as "Box 248, Times." And 
often, even in the event that the advertiser 
does give his name and address, he expressly 
states that all applications must be made by 
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letter. This is done purposely so that the 
advertiser may not have his place of btisiness 
swamped by applicants. Applications for posi- 
tions advertised are» therefore, usually made 
by letter. 

Should ** Blind** Advertisements Be Answered? 

One of the common stories heard in business 
is that of the man who replied to a ''blind'' 
advertisement (one that has no address other 
than a post-oflSce or newspaper ^ box number) 
only to find out later that his own employer 
had done the advertising. This story has 
become a business legend, with the result that 
many men are afraid to answer blind adver- 
tisements. 

Of course it is possible that your present 
employer is the advertiser, but the chances 
are so much against the coincidence of your 
writing a letter of application for that job 
that the so-called danger need not be considered. 
Methods of safeguarding your interests, how^ 
ever, are shown on page 128. 

• 

Haw Your State of Mind Influences Your Chances 

Before taking up in detail how the letter of 

application is written it is advisable to consider 

the fact that the state of mind of the api^cant 

towards his chances of landing the position 
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by means of his letter influences to a great 
extent the kind of letter that he will write* 
The wrong state of mind, without doubt, injures 
the chances of the applicant; the right state 
of mind helps them. 

There are two kinds of mental attitude 
towards the writing of an application for a 
position advertised that injure the chances of 
the applicant. The first is the thought that 
there will not be much competition for the job. 
This attitude often leads the applicant to spend 
but little time and thought on his letter, with 
the result that he writes a careless and a very 
ordinary letter which receives no consideration. 
The second is the thought that the letter will 
not have much of a chance, anyway, because 
there will be so many other applicants; that 
the position may have been filled by this time; 
or that there are many others applying for the 
position who are better qualified; and so forth. 
Such a man is beaten before he starts. He 
is discotiraged. And, thinking that he has 
little or no chance of landing the job, he may 
say to himself: "What's the use of wasting 
much time on a letter of application? I'll 
get the job or I won't get it." The result 
of this attitude is that he does not strive 
very hard to write a good letter. Let us 
first consider the case of the man who thinks 
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that there will not be much competition for 
the job. 

Unless you have had the experience of look- 
ing over the letters received in response to an 
advertisement for "Help Wanted," you can- 
not realize the competition, at least in the 
ntunber of applications, for a position adver- 
tised. I have several times had occasion to 
advertise for stenographers, salesmen, etc., for 
companies for which I was working. Often 
the ntunber of applications for a single job 
would reach three hundred. And it is not 
at all rare in business to receive more than four 
hundred applications for one job. Of course, 
the number of applications received in answer 
to an advertisement varies according to busi- 
ness conditions, locality, the kind of job, and so 
forth. During the period 1916-19, for example, 
when unemployed workers of all kinds were 
scarce, the number of applications received 
was not large. Under normal conditions, how- 
ever, there is always keen competition for a 
good job. And an applicant for a position 
should always have that fact in mind when he 
is writing his letter. An ordinary letter of 
application won't get him very far; in all 
probability it will not even receive considera- 
tion, except to be glanced at and then thrown 
away or filed. 1/ you really want to stand a 
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chance to be considered for the position, you must 
write the very best letter you know how. 

With respect to the case of the applicant 
who is discouraged at the outset, I can only 
say that my own experience has been that 
no man who persistently went after a job failed 
to get one. He often did not secure it the 
first time, nor the second time; but by keep- 
ing after it, by refusing to be discouraged by 
the fact that the odds in every case were appar- 
ently against him, he got what he wanted in 
the end. And those are the men who always 
do get what they want — -the men who will not 
be discouraged, but who keep on plugging 
away. Certainly the chances are enough against 
a man without making them worse by writing 
a careless, indifferent letter because he feds 
that there isn't much of a chance. 

As a matter of interest, just what are the 
chances for landing a position that is adver- 
tised? To begin with, let us asstime that the 
average number of letters of application received 
for an ordinary job, in a large city, under nor- 
mal conditions is two hundred. Are your 
chances, then, one to two hundred? No, they 
are better than that, provided you have the 
required qualifications. At least 50 per cent 
of the applicants either do not possess all the 
required qualifications, or do not bring them 
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out in their letters. That fact brings the 
chances down to one to one hundred. The next 
point to take into consideration is that not 
ten men out of a hundred can write a good letter 
of application. Most of these ninety men 
don't know how, some don't realize the keen- 
ness of the competition, and accordingly write 
careless and indifferent letters, and some are 
so discouraged at their chances that their let- 
ters are only half-hearted attempts to sell their 
services. So if you can and do write a good, 
strong letter of application, your chances, in- 
stead of being one to two hundred, are actually 
one to ten, or thereabouts, or even better. 
And that is why it pays to be able to write a 
good letter of application. 

The following illustration may make the 
point clearer: An acquaintance of mine was 
the advertising manager of a company that 
manufactures a nationally advertised roller 
bearing for use in automobiles, machinery of 
various kinds, and so forth* He wanted to 
secure a technically trained man to act as his 
assistant. In order to get in touch with such 
a man he advertised the position in Iron Age, 
a technical journal. He received approximately 
three hundred applications. He did not read 
any of the letters until ten days had elapsed and 

until he was sure that he had heard from 
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everybody who might be interested. Then, 
one day, he sat down at his desk with all these 
applications in a pile before him and began to 
read them. He did not read every letter through. 
A glance at this one showed that the applicant 
was too old; at that one, that not enough 
details were given; and so forth. Those let- 
ters that showed that the applicant could not 
be considered were placed in one pile; possi- 
bilities were placed in another. After he had 
finished this preliminary sorting he discovered 
that he had about twenty-six possibilities. 
These he carefully reread, and by comparison 
eliminated seventeen. There were now only 
nine left and, strange to say, each of these nine 
was typewritten. To these applicants he sent 
a letter with the request that they come to 
his place of business for interviews, traveling 
expenses to be paid by his company. After 
he had interviewed eadb one he finally chose 
the man he wanted. 

From this illustration please take note of 
the following facts — ^facts that hold true in 
most cases: 

I. The letters of only nine applicants, out of three htm* 
dred, received serious attention. 

3. These nine applicants were selected for interviews on 
their letters alone. 

3. The nine letters were typewritten. 

4* The letters secured interviews— 'not the job* 
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The last three points will be considered in 
a later section of this book. The only point 
I wish to make here is that if you can and do 
meet the requirements for the position, and if 
you write a good letter of application, your 
chances are not one to three htmdred or two 
hundred, but one to ten, or thereabouts. 

For the purpose of discussion let us assume 
that you can meet the requirements for the 
position. The next point to consider is how 
to write a good letter of application. 

The letter applying for a position is a sales 
letter because it is attempting to sell some- 
thing — i. e., services. And since it is a sales 
letter, it should perform the four functions of 
selling, as follows : 

I. Attract favorable attention. 
a. Create desire. 

3. Convince. 

4. Stimulate action. 

How to Attract Favorable Attention 

The first step in seUing is to attract favor- 
able attention. Before the salesman can start 
to create desire in the mind of the prospective 
customer for his goods, he must first get by the 
ofl&ce boy and secure the customer's attention. 
He must get the customer to listen to him and 

be disposed favorably towards him. The good 
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salesman knows how valuable in accomplish- 
ing this purpose is his personal appearance. 
The better dressed he is the less chance is there 
of the ofl&ce boy keeping him out, and the 
greater consideration will he receive from the 
customer. He knows, also, that at the begin- 
ning of his sales talk he must use his best eflEorts 
to secure the customer's full attention. 

The same qualities that help the personal 
salesman to attract favorable attention will 
help the letter of application to achieve results; 
that is, the letter of application should have a 
good appearance, and the opening paragraph 
should secure the attention of the reader. 

The Value of Good Appearance of ihe Letter 

It sometimes happens that an employer, 
instead of reading or even glancing through 
each of two or three hundred letters of appli- 
cation, will select merely fifteen or twenty of 
the best-looking letters for consideration. He 
does this either because he is limited for time 
and does not wish to burden himself with the 
careful consideration of each and every appli- 
cation; or because the good-looking letters 
attracted his attention first; or because he 
has learned from experience that a poor-looking 
letter usually means a poor applicant, a good- 
looking letter a good applicant. Whatever 
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the reason, there is little doubt of the fact that 
the letter of good appearance has the call over 
the letter of poor appearance. Why lessen 
your chances by sending a letter that does not 
look good? 

Moreover, if the employer is conscientious 
in giving careful consideration to each letter, 
he is just as much inclined as other types of 
employers to be more favorably disposed towards 
the writer of the letter of good appearance than 
to the writer of the letter of poor appearance. 

How to Make Your Letters Good-looking 

The appearance of the letter depends upon 
three things, as follows: 

1. Stationery. 

2. Form and arrangement of material on the letter sheet. 

3. The writing or typewriting. 

First of all, the stationery used should be reg- 
ular business stationery (size, 11 by 8)4 inches) 
— ^not social stationery (the four-page or folded 
sheet). This letter aheet should be of a good 
quality bond. You can buy a few sheets of 
such paper, with envelopes to match, at almost 
any stationery store. The color should be 
white. Do not use hotel or dub stationery, 
for such use often creates a prejudice against 
you in the mind of the prospective employer. 
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It is also safer practice not to "borrow" letter 
sheets bearing the name of the concern in whose 
employ you may happen to be at the time of 
writing the letter. 

The heading of your letter, consisting of your 
address and of the date, should be placed in the 
upper right-hand comer of the letter sheet, 
about one inch down from the top of the sheet 
and with its lines ending about three-quarters 
of an inch from the right-hand edge. The 
inside address (name and address of person or 
concern written to) should begin about three- 
quarters of an inch from the left-hand m^gin 
and about two and one-half inches from the top 
of the sheet. Leave a good margin at both 
sides of the sheet (at least three-quarters of an 
inch), and at the bottom (at least one inch). 
It is often a good practice to use headings, such 
as Education, Experience, and References, before 
the paragraphs dealing with these matters. 
The letter given on page 93 is an example of 
good form and arrangement. Study it care- 
fuUy. 

If at aU possible, always heme your letters type- 
written. A typewritten letter has a big advan- 
tage over a handwritten letter becjause it looks 
much better, is more easily read, and, since the 
large majority of letters received will be in hand- 
writing, it will stand out conspicuously. If 
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you cannot get some one in a business office 
to type your letter for you, go to a public ste- 
nographer and have it done, although you can 
ill afford the expense. Typewriting your letter 
may easily mean the difference between getting 
and not getting the position you want; it may 
mean the difference between writing two letters 
(tjrpewritten) for positions and writing ten 
letters (handwritten), together with the result- 
ing delay in getting the job. 

Compare the letters on pages 88 and 89. One 
is typewritten, the other handwritten. Is there 
any doubt in your mind that the t3Tpewritten 
letter looks much better? Wouldn't you rather 
read the typewritten letter than the other? 
So would the prospective employer. 

Some of the advertisements for the lower 
class of positions contain the expression "Reply 
in own handwriting." This is put in because 
the ptosition advertised is usually for a book- 
keeper or clerical worker whose work calls for 
quite a bit of writing and figuring, and the 
employer wishes to judge from the letter whether 
the applicant writes a neat, legible hand. It 
is sometimes put in to insure that the applicant 
himself writes the letter, not some older person. 
As a general rule, however, even if such an 
expression does appear in an advertisement 

you are answering, it is not unwise to disregard 
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it, to have your letter typewritten, and then 
at the end of your letter to write several lines 
in your own handwriting, together with a sam- 
ple of your figuring, with the explanation that 
you are submitting them as samples of your 
handwriting and figuring. In such an instance, 
your typewritten letter would be especially 
conspicuous. 

The First Paragraph of Your Letter 

The beginning of a letter of application is 
probably the most difficult part of the letter 
to write — that is to say, it is difficult if you are 
striving to make it a good beginning. To be 
sure, it is easy enough to start out with such a 
commonplace opening as, ''Having seen your 
advertisement in the New York Times, I thought 
I would write.'* But to begin with a paragraph 
that is not hackneyed, a paragraph that is 
different and that stands a chance of lifting 
your application out of the ruck, demands some 
little originality and thought. 

Remember that the opening paragraph of the 
letter is like the headline of an advertisement 
in that one of its chief purposes is to attract 
attention so that the whole material will be 
read. An ordinary beginning does not arouse 
any interest to read farther. A beginning out 
of the ordinary not only arouses interest, but 
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also indicates that the applicant himself is out 
of the ordinary. A letter that stands out on 
account of the excellent manner in which it is 
written certainly indicates ability. A good man 
may write an ordinary, commonplace letter; but 
a good letter is seldom written by an ordi-- 
nary applicant — and the prospective employer 
knows it. 

In your eflEorts to get a different kind of begin- 
ning, do not commit the mistake of making it 
eccentric, foolish, or forced. But say what 
you want to say in a manner that has not been 
worn threadbare. Get away from such begin- 
nings as the following : 

Having seen your advertisement in 
the Chicago Tribune for a position as 
correspondent in a credit department, I 
thought I would write . . . 



I am answering your advertisement 
for a hooldceeper that appeared in yes- 
terday's Public Ledger . . . 



In response to your recent adver- 
tisement in the Journal, I beg leave to 
apply for the position . . . 



I noticed your advertisement in to- 
day's Herald and wish you would consid- 
er me for the place . . . 
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Such beginnings as the following axe better: 

Such a position as correspondent in 
your credit department demands the serv- 
ices of a man who, on account, of his 
experience, knowledge of human nature, 
and ability to express himself well, 
can refuse credit diplomatically and 
without offense to the applicant and 
who can, in granting it, build up good- 
will for the house. With all due mod- 
esty, I have learned how to do these 
things and do them well . . . 



If it were possible, one of the 
best ways for you to assure yourself 
that I am a really good bookkeeper 
would be to come to my present place of 
business and see how well I keep my 
books . . . 

Naturally you want to get the best 
man you can for the position you re- 
cently advertised in the Journal. And 
in considering applicajits you wish to 
know as much as possible about them. 
In order to help you find your man, I 
am giving below full details concerning 
myself, together with my reasons for 
considering myself capable of doing 
this work to your complete satisfac- 
tion . . . 

The best evidence that I can offer 
you to show that I am the man for the 
salesman's position you advertised in 
to-day's Herald is that last year my 
sales to jobbers were over $125,000 
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Your advertisement for a Junior 
accountant states that you wajit "one 
who has had experience in preparing 
income tax reports." During the past 
year I personally prepared or assisted 
in preparing more than 300 reports, of 
which numher more than 25 were those of 
large mercantile establishments • . . 

It is not necessary to state the fact that you 
saw the advertisement in a certain newspaper 
or magazine. 

Whenever a special or essential requirement 
is contained in the advertisement (such as, 
"must prove ability to sell," "should have 
had previous experience in export trade ")> 
showing that you have the desired qualification 
usually makes an effective first paragraph. 
This is so because the employer is particularly 
interested in this point, and if you discuss it 
at the beginning of your letter the chances are 
that he will become interested in your letter. 

Beware of an egotistical beginning, such as: 
"You need not look any farther. I am the 
man for the place." Although such a beginning 
is out of the ordinary and would probably 
attract attention, the reader might react unfa- 
vorably to it. He might think, "This fellow 
is too fresh." On the other hand, the humble, 
pleading, and unassertive types of beginnings 

are to be avoided because they are weak. For 
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example, such a beginning as, ''I am sony to 
take up your time, but would you mind con- 
sidering me for the job? I should like to get 
it very much," would make the reader fed that 
the applicant has no backbone. The most 
eflEective type of beginning is that which is 
original, interesting, and arresting. It is better, 
too, that it be assertive rather than unassertive. 

Other Means of Attracting Attention 

Not only is it possible to attract the attention 
of the reader, when he is reading the hundreds 
of applications, to your letter by the good appear- 
ance of your letter and by the different style 
of your opening paragraph, but it is also possi- 
ble to get his attention by other means. One 
method that entails a slight expense is to send 
your application by telegraph, using for this 
purpose the so-called "Night Letter" rates, 
which will permit you to send fifty words at 
the regular ten-word rate. This telegram would 
be delivered to the office of the newspaper in 
which the advertisement appeared and would 
be placed in the box ntmiber assigned to that 
advertisement. Of course, if the advertise* 
gave his name and address, the telegram could 
be sent direct to him. At all events, the chances 
would be very much in favor of the fact that 
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« 

the application in telegram form would be among 
the first to be opened and read. 

Another method is to use a large envelope 
instead of the usual No. 6 business envelope. 
A No. lo, or a legal-sized envelope, could be 
used. The larger-sized envelope will often attract 
attention to the letter. Sometimes it may be 
advisable to put red ink on the lower right-hand 
comer of the envelope — and similar methods 
may be used to attract attention to the envelope 
and then to its indosure. 

Creating Desire 

Creating desire for your services is the second 
step to be taken. It is usually performed by 
describing yotu* qualifications for the position 
in such a way that the prospective employer 
is made to believe that you would make him a 
desirable employee and that yotu: application 
should, therefore, receive careful consideration. 

In most advertisements of "Help Wanted," 
certain definite requirements are set forth, as 
they are, for example, in the following adver- 
tisement: 

COXKESPONDENCE. 

A service corporation has an opening 
m its correspondence department for a 
young man with a comprehensive knowl- 
edge of English and sound business judg- 
ment; this is an opening which offers a 
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splendid opportunity to study high-grade 
business correspondence and correspond- 
ence supervision, carrying with it unusual 
chances for advancement; let your reply 
tell us why you feel particularly qualified 
for the position and state your education, 
experience, and salary expected. W 367, 
Times. 

Since in this instance the employer describes 
the requirements for the position, and in order 
that you may create desire in his mind for your 
services you should meet each of the requirements 
that you can by describing in detail your quali- 
fications. The more squarely you can meet 
his needs, the better chance you have of maJdng 
him want you. In other words, the employer 
has already made up in his mind a picttire of 
the kind of man he wants. Your problem is 
to show him how well you fit his picture of that 
man. In order to fit yourself into the picture, 
you should, before writing yotir letter, list the 
requirements. This employer desires a man who 

1. Is young. 

2. Has a comprehensive knowledge of English. 

3. Has sound business judgment. 

He wants you to state 

X. Why you feel qualified for the position. 
3. Your education. 

3. Your experience. 

4. Salary expected. 
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After you have made a Kst of the require- 
ments as called for by the advertisement, the 
next step is to consider how you are going to 
meet each requirement, in what order of arrange- 
ment you will take up each point, and the rela- 
tive importance of each point so that you can 
emphasize, by giving details, those points which 
are of the greatest importance in showing yotu* 
fitness for the position. 

One order of arrangement that might be used 
is as follows : 

t. Age. 

2. Education. ' » 

3. Experience. 

4. Knowledge of English. 

5. Business judgment. 

6. Why you fed qualified for the position. 

7. Salary expected. 

Such an order of arrangement of topics is 
logical, and each point leads into the next. Of 
coiurse, if you can show that you have had a 
specialized training for the position, or that 
you have done something that makes you 
esi)ecially well fitted for the job, you may 
depart from the order outlined above and sectire 
added emphasis by placing such a point first. 
A proper order is secured by careful thought 
and by considering just how one point relates 
to and leads into the next or prepares the way 
for it. In the order given above, for example, 
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details of your education and of your experi- 
ence may hdp to show that you have a com- 
prehensive knowledge of English and a sound 
business judgment. "Why you feel qualified 
for the position" logically comes next, for in 
discussing this point you will make use of the 
facts about yotu* education and experience 
already outlined in your letter. The question 
of salary is logically left until the last, because 
the price of yotir services should not be men- 
tioned until after you have "sold" the prospect, 
tmtil after you have made him feel that you are 
the man for the place. If it is possible to do 
so, it is often best to leave the question of salary 
to the time of the interview. (See page 127.) 

The next question to decide is, "What is the 
relative importance of each of the seven points?" 
Since the employer wants a correspondent 
whom he wishes to train in correspondence 
supervision, knowledge of English is one of the 
most important requirements. The applicant 
not only must be able to use good English in 
his own dictation (it is especially important in 
this job because the employer says that it is a 
high-grade business), but also must he have a 
comprehensive knowledge of English in view 
of the fact that his work of supervising corre- 
spondence demands that he be able to correct 

the English of other dictators. 
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The second most important requirement is 
sound business judgment, for although the 
applicant may have a good conmiand of Eng- 
lish he may not possess business judgment 
and may, therefore, be tmable both to han- 
dle his own letters in a good business way and 
to correct errors in business judgment made 
by the correspondents whose letters he will 
supervise. 

Since these two points (knowledge of English 
and sound business judgment) are so impor- 
tant, you should go into them in detail. And 
it should be said at this point that the better you 
understand just what the employer wants, the better 
you can show how your qualifications fit you for 
that work. Hence, in answering an advertise- 
ment, read it through several times and try to 
see the kind of work that the new employee 
will be called upon to do. By doing this you 
will be able to write a letter that indicates that 
you know exactly what the employer has in 
his mind regarding the kind of employee he 
desires. This knowledge, also, will hdp you to 
select from yotu* education, experience, and 
other qualifications just those points that will 
be most effective in causing the employer to 
feel that you are the man for the job. 

Let us now construct this part (creating 
desire) of the letter: 
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specific. 

Do not use such general terms as, "I have had 
a good education," or, "I have received a fine 
training." Tell what your education consists 
of, or describe your training in detail. Nor 
should you make such general assertions as, "I 
am honest and enthusiastic," or, ''I am ambi- 
tious"; they are too general to count. 

Convincing the Reader 

The third function that the letter of applica- 
tion should perform is convincing the reader. In 
creating desire you may make certain assertions. 
You say you **have good business judgment"; 
that you are **able to collect money by mail." 
It is necessary, however, that you prove what 
you assert is true. That is called convincing 
the reader and it is accomplished by the use of 
logical reasoning and evidence. As a rule the 
process of convincing the reader is carried on 
along with the process of creating desire. In 
the letter of application given above you may 
have noticed that the writer attempts to prove 
that he has a sound knowledge of Engli^ by 
the use of logical reasoning; he brings out the 
fact that he has received a sound training in 
correspondence work during his three and one 
half years with two good companies; that his work 
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has merited several promotions; that he has 
studied books on letter writing and English. 
In addition, he offers his letter as evidence of 
the fact that he knows English. 

A common fault found in many letters of 
application is that the writer fails to supply 
logical reasoning or evidence to back up his 
assertions. He says he is a "good credit man," 
but he does not attempt to prove it. He says 
he has been "very successful as a salesman/' 
but he fails to offer any evidence in support of 
his statement. The applicant must prove his 
case — ^he must prove to the prospective employer 
that he really does possess the desired qualifi- 
cations. The mere statement that he has them 
is not sufficient. 

Very often the letter itself that the applicant 
writes is the best kind of evidence, for it shows 
his ability, originality, power to think and 
write clearly, and many other qualities. Many 
employers judge the applicant almost entire- 
ly on the basis of his letter. From expe- 
rience they have learned that it takes a good 
man to write a good letter of application, 
and from experience they have acquired the 
ability to pick applicants for interviews from 
their letters. This is another reason why you 
should try to write the best letter you know 
how. 
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AN APPLICATION IN REPLY TO AN ADVERTISEMENT FOR A BIAN WHO 

CAN SELL BY MAIL 



HOW TO CHOOSE AND GET A BETTER JOB 

References 

References from former employers and from 
others are also of use in convincing the prospec- 
tive employer that you are the man you claim 
to be. At the same time, even a good reference 
often has only slight weight, for from experience 
prospective employers have learned that tmless 
there is something very bad against a man, he 
can usually get a letter of recommendation 
from the employer that he is leaving. You 
should not, therefore, rely too much on your 
references or on your letters of recommendation. 

Again, the younger and the more progressive 
employers are in the habit of depending chiefly 
on their own judgment of the man — a judgment 
made at the interview. 

References and letters of recommendation 
have more weight in some instances than in 
others. A bank or trust company, for example, 
would look you up much more carefully than 
an advertising agency. Since yotu* position in 
the first instance would be one of trust, they 
would investigate your reputation for integrity, 
yolu* habits, standing in the conmiunity, and so 
forth; in the latter instance, these matters 
would not be of so great importance. 

In giving references do not give only the 

name and address of the company you formerly 
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ANSWERING ADVERTISEMENTS 

worked for, but in addition give the name and 
title of your immediate superior in that com- 
pany. By so doing you will insure that an 
inquiry concerning you will be answered more 
quickly and will be more satisfying to the pros- 
pective employer. It is sometimes advisable, 
and a matter of courtesy, to inform your refer- 
ences that you have taken the liberty of mention- 
ing their names as references. This precaution 
often serves to prepare the reference for the 
inquiry, with the result that he is disposed to 
reply more quickly and more definitely than 
otherwise would be the case. 

In some instances it is well to give the tele- 
phone number of the reference so that the pros- 
pective employer can call up and secure the 
desired information quickly. In fact, the gen- 
eral tendency in business to-day is toward a 
personal conversation over the telephone with 
the reference. Such a method is quicker and 
usually more satisfactory than is inquiring by 
letter. In this connection it is well to note that 
some employers, particularly in the financial 
field, have adopted the rule not to give writ- 
ten recommendations, for from experience they 
have learned that these are sometimes misused. 
Instead, they inform the departing employee 
that they will be glad to answer inquiries in 

person or on the telephone. In such instances 
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HOW TO CHOOSE AND GET A BETTER JOB 

it is obvious that the applicant should ask the 
prospective employer to inquire by telephone. 

Give the best reference possible. By this is 
meant that if you are able to give five or six 
references, it is better to put down only two or 
three of the best — i. e., those who you believe 
will be most likely to write a strong letter of 
recommendation for you and who will in all 
probability reply to the inquiry immediately. 
Don't give as a reference the name of a man who 
does not know you or your work very well. 
The best he can do is to write a rather non- 
committal letter that will injtire rather than 
help you. 

It sometimes happens that, on account of a 
disagreement with his employer, an employee 
has left with bad feelings on both sides. It is 
dear that it is not wise to refer to such an em- 
ployer. (This illustration proves the advisability 
of trying to keep the good will of an employer, 
even though one is leaving him. One never 
knows when it will be an asset to be able to 
refer to him.) 

Before giving a reference make sure that the 

name of the reference is correctly spelled and 

that the address is right. Negligence in these 

matters may mean that the letter of inquiry 

from the prospective employer will be delayed 

in getting to your reference, with the result 
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ANSWERING ADVERTISEMENTS 

that the prospective employer, not hearing from 
your references, passes you by for another appli- 
cant whose references reply at once. 

I am here reminded of an incident that came 
under my attention several years ago. A young 
man who had been trying to find a position in 
an export house saw an advertisement for just 
the kind of job he desired. The advertisement 
stated that a man was wanted immediately to 
fill a vacancy. 

As soon as he had read the advertisement he 
telephoned to two of his former employers and 
asked them to write letters of recommendation 
for him and mail them to the box number of 
the prospective employer. He secured their 
promises to do it inmiediately. Then he sat 
down and wrote his letter of application in which 
he stated that to save the prospective employer 
delay in writing to his references he had asked 
his references to write to the prospective employer 
to-day. He included a telephone number at 
which he could be reached, had his letter typed 
and mailed, and then awaited results. 

At eleven o'clock on the day following he re- 
ceived a telephone call to appear for an interview. 

At the appointed time he presented himself 

and, after a short examination, was hired. As 

he was preparing to leave the office his new 

employer complimented him upon his origi- 
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HOW TO CHOOSE AND GET A BETTER JOB 

nality and foresight. He went on to say that 
among the first few letters he had opened, he 
had found the two letters of recommendation, 
and that at first had been unable to understand 
why they had been sent to him; that only after 
he had come upon the letter of application had 
he realized the reason. As he was in immediate 
need of a man, and as he had been saved the 
trouble and delay of writing to these references, 
he had decided to see this applicant and to hire 
him if, at the interview, he came up to expecta- 
tions. 

Another method is to get a letter of recom- 
mendation from yotu* employer when you leave 
him. Afterwards, whenever you are looking 
for a better job, you can make use of it. Do 
not, however, send the original, for sometimes, 
through oversight, recommendations are not 
returned. Instead, make a copy of it, and 
mark it "Copy." This method of sending a 
letter or two of recommendation along with 
your letter may be the thing that lands the job 
for you, for the persons referred to by the other 
apphcants under consideration may delay an- 
swering, with the result that the prospective 
employer, being in need of a man right away, 
or becoming irritated by the delay, will choose 
you in preference, perhaps, to an applicant who 

has better qualifications. 
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ANSWERING ADVERTISEMENTS 

Oiher Forms of Evidence 

Certain types of positions offer the oppor- 
tunity to the applicant of proving his ability 
by means of samples of his work; for illustra- 
tion, an applicant for a position as advertising 
copy writer can submit copies of advertise- 
ments that he has written; an applicant for a 
position as stenographer should typewrite his 
letter of application as neatly and as well as he 
can; an applicant for a position as derk ''who 
must be able to write a good, legible hand'* 
should give a sample of his handwriting. 

A few months ago I had the opp6rtunity of 
reading the letters of application that came in 
response to a full-page advertisement in Printers* 
Ink for a twenty-five-thousand-doUar-a-year 
copy writer. The letters that received serious 
consideration were masterpieces of salesman- 
ship. Their writers realized that in the eyes 
of the prospective employer their letters were 
about the best evidence that could be pre- 
sented, for if an advertising copy writer cannot 
sell himself by means of written words, how can 
he expect to convince his employer that he 
possesses the ability to sell goods to other people 
by means of printed words? In addition to 
their letters, many of these men sent in copies 

of their best advertisements, for they appre- 
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HOW TO CHOOSE AND GET A BETTER JOB 

dated the fact that one of the best ways to 
judge of a man's ability to do a certain kind 
of work is by seeing what work he has akeady 
done. 

Newspaper or magazine clippings of notices 
about a noteworthy achievement relevant to 
the work of the position carry weight. Pub- 
lished articles written by the applicant, and 
bearing on some phase of his work, are valuable. 
In the case of salesmen, especially, photographs 
are desirable as evidence, for from a photograph 
the employer is often able to judge whether 
the applicant has a suitable personal appearance. 

Stimulating Action 

The fourth f tmction to be performed in the 
letter of application is stimtdating action. This 
f tmction is performed by urging the prospective 
employer to take immediate action on your 
application, and by making it easy for him to 
get in touch with you. More specifically, it is 
the attempt to stir the reader, not to give you 
the job, but to give you an interview, for the 
interview must be secured before you can 
expect to get the job. 

It may be well to say here that many appli- 
cants make the mistake of asking for the job, 
expecting, apparently, that they wiU receive by 

return mail a letter informing them that they 
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ANSWERING ADVERTISEMENTS 

have been given the position. Only in extremdy 
rare cases does that happen. In the great 
majority of instances an applicant is not hired 
until after he has appeared at a personal inter- 
view. In view of this fact, therefore, you should 
ask, not for the position, but for an interview. 

The examples given below illustrate methods 
by which action is stimtilated : 

Perhaps, after all, th'e best way 
to determine whether I have the de- 
sired personal qualifications is by 
an interview, at which you can judge 
for yourself. A letter will reach me 
at 35 Waverly Place, or you can get 
me on the telephone at Andrew 5067, 
between the hours of 9-12, and 1-5. 



I wish you would grant me a 
personal interview at which I can give 
you more details concerning my qual- 
ifications and at which you will have 
the opportunity of judging whether I 
am the man for the place. Since I am 
working, I shall appreciate it if you 
will arrange to have the interview 
come between 12-1. If this is not 
possible, I can arrange with my pres- 
ent employer to let me off at a time 
more convenient for you. My telephone 
is Wooster 267. 



If my application has indicated 
my ability to fill the position to 
your satisfaction, I shall appreciate 
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HOW TO CHOOSE AND GET A BETTER JOB 

it if you will let me know when I may 
call so that you caji judge my general 
personal qualifications. 

If you will let me know when it 
will be convenient for you to see me, 
I shall he at your office at that 
time so that you can question me in 
more detail concerning my qualifica- 
tions. A stamped ajid addressed en- 
velope is inclosed for your conven- 
ience. 

The following illustrations show incorrect 
methods of stimulating action. These methods 
are wrong chiefly because the tone is offensive. 
They fail, moreover, to take into consideration 
the fact that the interview must come first: 

Please let me know Immediately 
whether you will give me the Job, for 
I am considering two other positions 
and the first man to give me a good 
offer will get me. 

If the Job is what you say it is, 
and if the salary is 0. K., I shall be 
glad to go to work for you. But you 
must let me know right away, because I 
cannot waste time if you are not sure 
you want met 

Other Points to Consider 

In addition to the points given above, other 

points concerning the writing of a letter of appli- 
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ANSWERING ADVERTISEMENTS 

cation should be considered. Of these, one of 
the most important is that of the tone of the 
letter. 

I have often been asked such questions as 
these: "How can I avoid appearing egotis- 
tical?" "How can I avoid using so many I's?" 
"I'm afraid that the tone of my letter will oflPend 
the reader because it seems egotistical of me to 
praise my own qualifications. How can I get 
around it?" The men who asked me these 
questions showed that they realized the value 
of proper tone in the letter and that they were 
afraid that so many "I's," as in "I have been 
assistant to the manager of this department for 
five years, in which time I have received a good, 
sound training in financial promotion work," 
might make their letters appear egotistical and, 
therefore, offensive. 

In answering their questions I have said that 
since they are selling their own services, they 
naturally must talk about themselves. An 
attempt not to use "I's" would only restdt in 
awkwardness of expression. It is much better 
to write, "I attended New York University 
School of Commerce, Accoimts, and Finance for 
two years, where I specialized in accoimting," 
than to say, "Tfe^ writer attended ..." It 
is not offensive egotism to speak frankly and 
honestly about oneself when one has been asked 
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to do so. It is offensive egotism, however, to 
overpraise one's ability and to neglect to con- 
sider the reader's feelings, as in "I know I am 
the best man for the place," and "If you want 
me you will have to speak up." 

In certain fields of business, self-assertiveness 
and aggressiveness are especially valuable traits. 
This fact is partictilarly true of i)ersonal sales- 
manship. An overmodest and retiring appli- 
cant does not stand much of a chance for a 
position as salesman, for employers know that 
a good salesman is ustially a strong believer in 
his own ability and that this trait has a tendency 
to make him aggressive and, sometimes, even 
somewhat conceited. For this reason the strong, 
aggressive letter of application is more favorably 
received than is the more modest type of letter. 

The applicant for other kinds of jobs can 
make good use of the fact brought out above. 
Since a letter of application attempts to sell 
services, and since a good salesman is not over- 
modest and tmassertive, it stands to reason, 
therefore, that a good letter of application can- 
not afford to be overmodest and tmassertive. 
The meek, humble, pleading letter makes a poor 
impression on the reader, for, as the reader may 
say to himself, '*If this applicant isn't sure him- 
self that he can fill the job capably, how can I 
be sure?" 
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The applicant who strongly believes that he 
can meet the requirements and that he wiU fit 
the place is almost boimd to write a strong, 
assertive letter. The salesman who knows that 
he has a good article is usually enthusiastic and 
assertive in trying to sell it; the salesman who 
is not quite sure that his article is free from 
defects is timid about pushing it hard. 

The following deduction concerning the tone 
of a letter of application may now be made: 
The stronger and more assertive the letter with- 
out becoming ojensive^ the better the impression 
it will make; and the meeker and more hum- 
ble the letter, the poorer the impression it will 
make. 

Moreover, the tone of the letter often gives 

the reader a good insight into the ability of the 

appUcant. The applicant whose letter is weak 

and whining in tone is likely to be a "weak 

sister." On the other hand, the applicant who 

tries to present his qualifications in their best 

light (leaving it to the prospective employer to 

find any defects), and who uses a brisk, bold 

tone in his letter, is likely to impress the reader 

with the idea that he is a "live wire," a pusher 

— ^the kind of man most employers want. That 

bit of advice to speakers on how to convince 

and persuade their listeners holds good here: 

"Be boldi be bold, but not too bold." Homer 
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HOW TO CHOOSE AND GET A BETTER JOB 

is credited with the saying, *'A decent boldness 
ever meets with friends/' 

It is well to have in mind, however, that 
assertiveness can very easily be overdone, with 
the result that a disagreeable impression is made 
on the reader, and, since you are seeking a favor 
(an interview) from the reader, his feelings and 
reactions must always be considered. The letter 
that is too assertive and aggressive in tone, that 
is prestmiptuous or ''fresh," is exceedingly objec- 
tionable. Such tones of themselves often ruin 
applicants' chances. 

Notice the following examples showing the 
use of incorrect tones : 

Some lucky concern is going to 
grab me up in the next few days, so 
you'll have to speak up if you want me. 

I am Just the maji you want and 
the sooner we get together the better 
for both of us. 

I am an A-1 live-wire bond sales- 
man and know the business from A to 
Z and then backward. You won't make 
any mistake if you hire me. My pres- 
ent employer doesn't want me to leave 
because he knows that he would have 
a hard time getting a man to fill my 
place. 

I have no doubt that I can show 
you a number of ways to increase the 
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efficiency of this work, because I 
have read several hooks on the subject. 

A proper use of assertiveness is shown by the 
following illustrations. Note how the writer 
backs up his statements: 

I know that I can sell space for 
your magazine. And here is how I 
know: Por the past two years I have 
sold space for the Blank Magazine and 
I can show you at the interview that 
I have substantially increased my sales 
on every trip. Since both magazines 
are in approximately the same field, 
my success with one magazine surely 
ought to indicate that I shall be suc- 
cessful with yours. 

With all due modesty, I wish to 
state that I am confident I can handle 
this work to your complete satisfac- 
tion. I am confident of this because I 
have been manager of a similar depart- 
ment at The Turner Company during the 
past three years. 

Another point regarding the tone of your let-^ 
ter is that there are different types of employers, 
and, accordingly, your letter to be most effective 
shotild be adapted to the particular type to whom 
you are writing. A letter to a banking house, 
for example, should be conservative in attitude, 
for such a tone indicates that the applicant 
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himself is conservative and, therefore, the kind 
of man desirable for bank work. The other 
extreme might be the letter in answer to an 
advertisement for a press agent or publicity 
man. Such a letter should be progressive, 
assertive, and highly original in tone. There 
is even a distinction in tone to be made between 
a letter applying for a position as salesman for 
an old, well-established, high-class, and con- 
servative bond house, for instance, and a letter 
applying for a position as salesman for a pro- 
gressive manufacturer of low-priced clothing. 

No specific rules can be laid down and no 
specific advice given to apply to all cases. This 
general rule, however, can be stated: The letter 
should be adapted in tone to the prospective 
employer as far as you can establish the fact that 
he might have preferences for or prejudices 
against a certain tone. This selection of tone 
is chiefly a matter of judgment on your part, 
but please note carefully the fact that a good 
salesman, before calling on a prospective cus- 
tomer, attempts to find out as much as possible 
about him, such as his likes and dislikes, so that 
he won't do or say anything that may injure 
his chances of making a sale. Before writing 
your letter you, too, should try to find out as 
much as possible about the prospective employer. 

Do not use an apologetic or a pleading tone 
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in your letter. Such tones injure the effective- 
ness of the impression by making the reader 
feel that the applicant lacks ability, energy, and 
backbone. In the examples given below note 
what a weak impression the writers make: 

I apologize for taking up your 
valuable time with, this letter, but 
hope that you will consider me for any 
Job now open in your company. 

On account of the fact that my 
health is not very good, I wish to 
change from the hard work of the ship- 
ping department to some inside clerical 
Job. Please give me a chance. 

If you think I can fill the Job, 
I shall be glad to try it. 

The statement has been made that prospec- 
tive employers are too critical and tmsympa- 
thetic in examining applicants. In this connec- 
tion it may be borne in mind that the employer 
is forced to adopt this critical attitude, for if 
he allowed his business judgment to be swayed 
by sjnnpathy to prospective employees he would 
soon have his factory or office full of cripples 
and defectives of all sorts. How long could 
such an employer remain in business? When 
you spend your hard-earned money for things, 
you want the best and most you can get for it, 
don't you? And so with the employer. He 
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knows that the success of his business depends 
upon having good, capable men in his employ, 
and he cannot afford to spend his money, or 
the money of the stockholders of his company, 
for inefficient workers. He must get the best 
workers he can for the money, or go out of busi- 
ness. One of the reasons why B. Altman, the 
late president of B. Altman & Co., of New York, 
was able to develop such a tremendously suc- 
cessful business was that for many years he 
personally selected his employees. It was 
Charles Schwab who said, in effect: "Take 
away or destroy my buildings and machinery, 
but leave me my organization, and within six 
months I will have another Bethlehem Steel 
Corporation." He, like other employers, real- 
ized the value of having good men around him. 
It is for these reasons, therefore, that the 
employer cannot afford to be sympathetic and 
that a pleading letter hurts the chances of the 
applicant. 

Meeting Unexpressed Objections 

In reading letters of application, the employer 
often comes upon certain statements, or lack of 
statements, that create objections in his mind 
to the applicant. If these objections are not 
foreseen and met by the applicant the employer 
is very likely to pass over such applications. 
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One of the most common instances occurs in 
the letter of an applicant who says that he is 
*'at present out of work.*' The thought imme- 
diately springs into the employer's mind that 
there must be some discreditable reason for his 
being imemployed, for good men are usually 
not out of work. Perhaps he was discharged 
for inefficiency, or for some other shortcoming 
that makes him an undesirable employee. If 
these doubts are not dispelled in some way in 
the letter, the employer is very likely to disre- 
gard the appUcation. For this reason the appli- 
cant should tell why he is imemployed. The 
following examples iUustrate the point: 

On accoimt of the fact that I 
have Just moved to Chicago in search 
of larger opportunities than were 
offered in Peoria, my former home, I 
have not as yet made any "business 
connection. My former employer, Mr. 
P. S. Murchison, manager of the credit 
and collection department of Roscott 
& Co., wholesale hardware, will tell 
you that I talked over with him the 
advisability of seeking greater oppor- 
tunities in a larger city. 

Until two weeks ago I was em- 
ployed as a ledger clerk at Williiams 
& Browning, exporters. At that time, 
I ajid four other men were .told that 
the present conditions in the export 
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field, as a result of the war, were 
such that it was not possible for 
them to retain our services. 



About ten days ago I resigned 
my position as junior accountant be- 
cause of a personal disagreement be- 
tween my superior, Mr. George L, 
Borchardt, and myself. He did not 
wish me to leave, but I felt it would 
be to the best interests of both of 
us to do so. When I handed in my 
resignation he told me that I could 
use his name as a reference. 

If the applicant has been discharged from his 
latest position, whether on account of his own 
fault or not, it is usually inadvisable either to 
DDiention the fact in the letter or to attempt to 
give details to prove that the action was unjusti- 
fied. It is unwise to say that one was dis- 
charged, because such a statement may cause 
the prospective employer to drop further con- 
sideration of that application. Moreover, no 
matter how unjustified in the mind of the appli- 
cant was his discharge, the details of the matter 
are of little interest to the prospective employer. 
The discussion is better left to the interview. 

One danger in the above plan is that the pros- 
pective employer, before granting the inter- 
view, may make inquiries and receive in reply 
a bad report. As a rule, however, inquiries 
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are not made untfl after the personal interview, 
and if the applicant is selected for a personal 
interview such is the better time to go into the 
explanation. In this connection it is well to 
note that nothing should be said that cotild be 
construed as an attack upon the previous 
employer. It is better not to criticize him or 
his method of doing business, in any way. 
Employers do not like a man who is too ready 
to criticize others. Such men breed discontent 
among other workers and are known as "trouble 
makers." 

The applicant who is already employed has a 
much better chance, as a rule, to secure a job 
than has the unemployed applicant. There are 
two reasons for this : (i) A man who is employed 
imconsciously puts into his letter a tone of con- 
fidence that is often lacking in the letter of the 
unemployed candidate. Since he has a job 
and since the necessity of getting a job does not 
press him, he does not appear to be so anxious 
to get it. Such an attitude impresses the reader 
with the fact that this applicant is confident 
that he can do the work and that he is not over- 
anxious about securing the position. There is 
usually something suspicious about the seller 
who is too anxious to sell an article. (2) The 
fact that this applicant has a job indicates to 
the prospective employer that he is giving sat- 
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isfaction where he is and that, therefore, he is 
probably all right. 

Despite these advantages, the applicant who 
is already in a job should always try to meet 
the question that might arise in the employer's 
mind — i. e., "Why does he want to leave his 
present job? Has he been asked to seek another 
place?" Failure to give a good reason for desiring 
to leave his present position sometimes injures the 
applicant's chances. The examples given below 
indicate how such a question may be properly 
met: 

Although I have a good position 
at my present place of "business, I 
realize that the opportimities are not 
great hecause the company is small 
and conservative. 



My chief reason for desiring to 
make a change from my present position 
is that I have known your concern "by 
reputation for a number of years and 
have always desired to become con- 
nected with it. 

Although my present employer 
has shown his satisfaction in my serv- 
ices by giving me two raises in the 
past year, my knowledge of the busi- 
ness causes me to believe that it can- 
not afford a much higher salary than 
I am getting now. 
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I am at present the "bookkeeper 
of this company. But sinoe I am plan- 
ning to make accountancy my life work, 
I realize that I can get the necessary 
opportunities only with a firm of 
accountants such as you are. 

Negative and unpleasantly suggestive reasons 
are worse than no reasons at all. Such reasons 
as the following are not helpful : 

I desire to ^ make a change from 
my present position "because my em- 
ployer has not lived up to his promise 
to give me a larger salary on the first 
of the year. 

As my employer is always crit- 
icizing the way I do my work, I want to 
leave the job I am now holding. 



My reason for changing positions 
is that I find that I don't care for 
the kind of work I ajn doing. 

Even though the reasons given above were 
the real causes that impelled the applicants to 
seek other positions, they could have been 
expressed in such a way that they would not 
have created a negative reaction on the pros- 
pective employers; for instance, the last exam- 
ple given above might be altered to read some- 
what as follows: "My reason for desiring to 
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change from my present position is that I wish 
to get into the kind of work that you offer.*' 

Unfortunate or Disagreeable Suggestions 

In writing the letter of application one should 
be especially careful to avoid saying anything 
that may contain an tmf orttmate or disagreeable 
suggestion. For example, the following sen- 
tence is bad because of the suggestion in it: 
"My present employer will be only too glad to 
give me a good recommendation.'* This sen- 
tence may be taken to mean that the present 
employer wishes to have the employee leave, 
and to get him to leave he will be "only too 
glad" to write a good recommendation. 

Notice this sentence: *'I was discharged from 

my last place because the concern I was working 

for went out of business.*' The expression 

"was discharged" might easily make an tmfa- 

vorable impression on the prospective employer 

despite the rest of the sentence which indicates 

that the man was not "discharged, " but, rather, 

lost his position because his employer went out 

of business. It would have been much better 

to have written: "When my last employer 

realized that conditions were tmfavorable in 

the woolen business he decided to dose down 

until better opportunities came. I was, there- 

fore, left free to look for another position." 
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The Question of Salary 

Whenever it is possible to do so, it is advisable 
to postpone the question of salary until the 
interview, for at that time you will have more 
opportimity to make out a case for what you 
want. The proper time to talk about salary is 
after you feel that the prospective employer wants 
to hire you. If he doesn't want you, there is 
no use in discussing salary. 

In some advertisements, however, the appli- 
cant is asked to state the salary expected. And 
the following troublesome question arises in 
the mind of the applicant: ''If I mention the 
salary I expect, it may be higher than he wants 
to pay; and, as a result, I may not be consid- 
ered. What should I say?'* Note how the 
situation is handled in the instances given below: 

I am willing to leave the matter 
of salary to you. I am more interested 
in the opportunities that the position 
may have. 

My present salary is #24. I am 
willing, however, that the whole ques- 
tion of salary "be left to you after 
you have interviewed me. . 

I am at present receiving a 
salary of |45 a week. Opportunities, 
however, are more important to me than 
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salary. Accordingly, it might be well 
to leave the question of salary aside 
until you have been able at a personal 
interview to judge of my qualifica- 
tions in more detail. 



In all of these instances the salary question 
is left open and the employer impressed with 
the fact that the applicant is not seeJdng another 
position just to get a higher salary. An appli- 
cant who appears to be too much interested in 
how much he is going to get does not make a 
favorable impression on the employer. 

Even though the salary the applicant is already 
receiving is somewhat higher than the employer 
expects to pay, yet the latter may appreciate 
the fact that the applicant must be worth it or 
he wouldn't be getting it and, accordingly, he 
will try to meet it. The question is, therefore, 
better left to the interview when the whde 
matter can be threshed out. 

Mentioning Name of Present Employer 

If you are already employed, but are seeking 

a different or better position by means of letters 

of application, the question arises as to whether 

or not it is wise to mention the name of your 

present employer in jrour letter. An applicant 

often fears that the prospective employer may 

write to the present employer for reference pur- 
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poses, with the result that the applicant may 
be thereby embarrassed. . 

If 3^u wish to safeguard yourself against such 
an occurrence, it is possible to do so by writing 
as follows : 

I am at present working for a 
well-known silk manufacturer, whose 
name, for obvious reasons, I wish to 
withhold until the personal interview 
with you. I know, however, that my 
immediate superior will give me a good 
recommendation. 

But in cases in whidi the name of the pros- 
pective employer .appears in the advertisement, 
and in the writing of tmsolidted letters of appli- 
cation, it is usually preferable to give the name 
of the present employer, for your letter thereby 
will be made more definite. By giving the name 
of your present employer you will help the 
prospective employer to decide whether or not 
your experience with him is such as to make 
you a desirable employee. To be able to say 
that you have been employed for a year or two 
by a concern well known for its efiSdency is 
certainly in your favor. 

As a rule there is little fear that the pros- 
pective employer will inquire of your present 
employer because he will realize how such an 

inquiry would embarrass you. But if you 
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desire to guard against any possibility of his 
inqtdring, you may write somewhat as follows : 

I am at present employed as 
traffic manager of the Maxwell Woolen 
Company. To save possible embarrass- 
ment, I wish to ask that no inquiry be 
made until you feel certain that my 
qualifications satisfy you. I can 
assure you that I can then procure a 
satisfactory recommendation from my 
immediate superior in my present 
oompajiy. 



VI 



UNSOLICITED LETTERS OF APPLICATION 

'*The successful man of to-day is he who knows 
how to do one thing better than most other men can 
do it,"— Edward Bok. 

What an Unsolicited Letter Is 

/^NE of the most effective means of securing 
^^ a position is the unsolicited letter of appli- 
cation — i. e., an application that is not solicited 
by an advertisement or other means. For 
example: suppose that you realized that it 
would be to your advantage to get a job with a 
certain rapidly growing trust company. You 
have seen no advertisements of positions open 
with that company; yet you determine to apply 
by letter for a position with them. 

This means of securing a position is effective 
chiefly because of the fact that comparatively 
little competition is met — ^at least not nearly 
so much competition is met as occurs in apply- 
ing for a position that is advertised. An unso- 
licited letter of application is usually given 
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attention and a reading, because it seldom hap- 
pens that more than one or two of such letters 
are received in any one mail. 

The Advantages of the Unsolicited Letter of Appli- 
cation 

Another big advantage of the unsolicited letter 
of application is that it is by this means that an 
applicant can pick and choose his prospective 
employer. As you know, most advertisements 
of positions open do not give the name of the 
advertiser, with the result that the applicant 
cannot tell until after the interview whether the 
concern advertising can offer him the oppor- 
tunities he wishes. Although good jobs can be 
secured through the ''want" coltmms, yet it is 
more or less a hit-or-miss affair. 

At this point the questions arise, "What are 
the chances of securing a job by this method?" 
and: "If the companies I am going to solicit for 
a job need men, why don't they advertise? 
Since they aren't advertising for men, do they 
need any?" Both of these questions can be 
answered together. 

In answer to the first question it can be said 
that the chances of getting a position by this 
method are better than by answering adver- 
tisements. There are a number of facts, how- 
ever, that you should consider along with the 
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HOW TO CHOOSE AND GET A BETTER JOB 

statement just made. In the first place, remem- 
ber that the kind of job you want may be adver- 
tised only infrequently. Just because the special 
kind of job one wants is not advertised, should 
one wait patiently until it is, or should one go 
out to find it in another way? 

Many men who have consulted me with respect 
to how to get a job have informed me that they 
had not been able to apply for the job they 
wanted because they hadn't come across any 
advertisements of such jobs. I have then told 
these men first to draw up a list of the names of 
good companies that they knew had the kind 
of work they desired, and then to send to each 
company the best letter of application they 
knew how to write. In only rare and special 
cases has a man, after he had faithfully and 
persistently worked on this scheme up to the 
limit of a month, failed to get results. 

Some time ago a young man came to my oflSce 
who very much desired to get a position in an 
importer's oflSce where he could learn the import- 
ing business. He had been able to find only a 
few advertisements that specifically stated that 
a man was wanted in an importer's office to do 
the kind of work he was capable of doing. Since 
he was working, he could not very well take 
time off to interview importers. Yet, follow- 
ing out the plan of canvassing the possibilities 
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and then writing unsolicited letters of applica- 
tion, this man, after he had mailed out twenty- 
five letters in one batch, received the astounding 
number of twenty-three requests to call for an 
interview. After waiting for several months 
for an advertisement to appear of the job he 
wanted, he had been able, by means of unsolic- 
ited letters of application, to secure within three 
days' time these twenty-three requests to call. 
The jobs had been there all the time! The 
trouble had been that he had waited for the jobs 
to come to him; he hadn't gone after the jobs. 
An added advantage of the unsolicited letter of 
application is, therefore, that it is of assistance 
in getting a job quickly. 

What has just been recounted is a part answer 
to the second question set forth above. In 
further answer, it is well to consider these state- 
ments: Many, and probably the majority, of 
the good companies do not advertise for men, 
except in rare cases. Yet how do they get the 
men to fill the jobs that must be filled? Where 
do they get their new men from? In reply it 
can be said that most of them rely on applica- 
tions — ^both in person and by letter — of men 
who wish to become connected with them. If 
no job is open at the moment, the application 
is filed, and later when there is a need for a man 
to do a certain type of work the applications for 
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such a job are reviewed and the candidates 
notified. Moreover, do not overlook the fact 
' that a place can always be made for a good man. 
Indeed, if a good man applies for a position and 
there is none open, the concern will often either 
try to find a definite place in the organization 
for him or will hire him and let him find his own 
place. Good men are too rare to be allowed to 
escape. 

A further advantage of the unsolicited letter 
of application is that through its use it is possible 
to secure several offers for your services. If an 
applicant has been successful in applying for a 
position advertised and has had the job offered 
to him, he must take it or leave it. But in the 
case of the unsolicited letters of which, for 
example, an applicant may have sent out fifteen 
at one time, he may as a result secure the great 
advantage of being able to consider, say, fouf 
different offers and to pick the one that presents 
the best opporttmities. 

Of course, both the letter of application for a 
position advertised and the unsolicited letter of 
application offer the convenience to a man who 
is employed to seek other employment without 
taking off time to make personal calls in search 
of a better job. 

Comparatively speaking, few positions paying 

more than twenty-five hundred dollars are adver- 
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tised. Hence an applicant for a high-salaried job 
must rely to a great extent upon unsolicited 
letters of application in seeking a position. 

As you have now seen, the unsolicited letter 
of application has many advantages that are of 
great assistance in helping one to get the job one 
wants. And because of these advantages, this 
niethod of securing a better job should never be 
overlooked whenever a better job is being sought. 
If you are seeking to sell your services for the 
best opportunities that you can get, you should 
leave no stone unturned. All methods should 
be used so that you might have the advantage 
of being able to choose from a number of chances 
— and one of the most effective methods is the 
use of the unsolicited letter of application. 

Choosing the List 

Success in the use of the unsolicited letter of 

application depends largely upon your judgment 

and ingenuity in making up a list of prospective 

employers to whom you will send your letters. 

If you have decided that you desire to stay in 

the same kind of business in which you are at 

present employed, you should not have much 

diffictilty in ascertaining the names of concerns 

in the same field that can offer you the desired 

opportunities. Naturally, the more you know 

about these concerns the better able are you to 
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make a good setection. If you do not happen 
to have infonnation concerning the opportu- 
nities for advancement in these compam'es it 
n:iight be advisable to talk with persons who are 
in a position to know. 

If, on the other hand, you are planning to 
make a change from one field of business to 
another, you may know very little about the 
standing of the companies in the new field. 
Suppose, for instance, that you are at present 
working as a correspondent in the credit depart- 
ment of a large retail store and you have decided 
that there are more opportimities in the credit 
department of a bank. Now, although you are 
well acquainted with the standing of other retail 
stores, you may know little or nothing of the 
relative opportunities existing in the various 
banks. To secure this information you need to 
find some one who does, so that you can make 
use of his knowledge on the matter. 

Whenever it is possible to do so, it is advisable 
to secure the name of the person who may be 
interested in your application. A letter of appli- 
cation addressed to some individual in the com- 
pany has a better chance of success than a letter 
addressed to the company itself. In the first 
instance, since the individual addressed is in 
closer touch with conditions of his own depart- 
ment than is the employment manager of the 
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company, he may be able to find a place for an 
applicant who impresses him with his ability, 
although no such place would have been listed 
with the employment manager. With a little 
ingenuity, the name of the individual to be 
addressed can be secured. One means is to 
telephone to the company in which he is employed 
and ask the private board exchange operator to 
give you his name. For example, you may be 
trying to secure a position in the collection de- 
partment of a large retail concern. Telephone 
to that concern and ask for the name of the col- 
lection manager. 

Unless you have decided to. make a deter- 
mined effort to get placed with one of two or 
three concerns that you especially desire to go 
with, it is wise to make your list of prospective 
employers as complete as possible. Make a 
thorough canvass of the possibiUties so that 
your campaign to land a better job will be a 
complete one. The next step is to send letters 
of application to those on your list. In this 
connection it is well to note that there are two 
methods of sending out letters: you can write 
and send only one letter at a time, or you can 
write and send your letters in batches of ten or 
fifteen. The latter method is usually more 
effective from your point of view, because you 
may secure four or five offers frxnn which you 
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can pidc and choose; if the former method is 
used you will receive only one offer at a time, 
an offer which you must either accept or reject, 
with no chance of comparing it with other offers. 
At the convention of the Associated Adver- 
tising Clubs of the World, held in 1 920 at Indian- 
apolis, Indiana, a woman who was employed in 
the advertising department of a Cleveland con- 
cern used a rather ingenious plan to secure a 
position with an advertising agency in New York 
City. Here was her scheme: Froan the conven- 
tion bulletin she first secured the names and 
hotel room numbers of all representatives of 
New York City agencies who were attending 
the convention. Then she sent to each of these 
a letter of application for a position. The 
novelty of receiving a letter of this kind at a 
convention favorably impressed the recipients 
with the ingenuity and devemess of this woman's 
plan. Here is her letter, with names changed: 

J\me 7, 1920. 

Mr, George Andrews, 

Room 632, Claypool Hotel, 

Indianapolis, Ind. 

Dear Sir: 

An organization like yours is 
usually glad to know of well- trained 
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advertising writers whose services are 

available. 

Personal circumstances maJce it 
necessary for me to leave Cleveland and 
return to New York. I am, therefore, 
interested in talking over my work with 
people like yourself who may have, 
either at present or in the near fu- 
ture, an opening for a writer of my 
training. 

I have had wide experience in 
writing and producing "both retail and 
national copy on many subjects; I also 
edit a dealers' house organ. 

The Blank display here at the con- 
vention is mostly my work. I should 
greatly appreciate an interview with 
you to show you this work and hear any 
suggestions you may have to give me. 

Thank you. 



Since I was attending this convention, I received 
one of her letters. I was so struck by her 
initiative that some time later, after n^y return 
to New York City, I wrote to her and asked 
her to let me know whether she had been suc- 
cessful. Here is part of her reply, with names 
changed : 

"You will be interested to know that the let- 
ter in question was held up two days because, 
after I mailed it, I found that the yotmg lady 
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vAio typed it had used a plttral for a angular. 
I went to the post office, recalled the letters, 
and had them done over, and even then they 
did not please me. Of course you do not know 
that my 'hobby' is writing an application letter 
that will pull the job. I might add that I have 
never applied for a position yet, that it was not 
offered to me. In most cases this was probably 
due to the esctreme care I took with the letter, 
rather than to any special ability on my part. 

"I received answers to practically all of fifty 
letters I sent out. (On nearly all of them I 
added a little personal note.) None of them 
offered me a position outright, but all asked me 
to call in person as soon as I arrived. This gave 
me entrte to new acquaintances and got my 
friends talking about my returning to New York. 
After I did arrive, I was offered two positions 
from the list I addressed, and three others said 
they would have something interesting next 
spring. 

''This present position came about through a 

personal call I made here at the Blank office. 

During the conversation something was said 

about making Blank's women's styles more 

talked about instead of letting people think that 

Blank stood only for raincoats. I listened and 

then went and looked up some trade-paper copy 

for Blank. 
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''A few days later, I must admit half in fun, I 
wrote Mr. Blank, telling why, in my opinion, 
dealers did not wake up to the fact that they 
were losing some wonderful styles by buying 
only raincoats of Blank. Immediately I received 
a <^ to come to the Brooklyn office. When I 
came out I had been offered the position of 
advertising manager of the women's section — 
a position not before in existence." 

Writing ihe Letter 

The unsolicited letter of application differs 
from the letter replying to an advertisement in 
the following minor matters: the opening par- 
agraph, the statement of qualifications, and the 
adaptation to the reader. These points will be 
considered in detail in the paragraphs that 
follow. 

Unlike the letter replying to an advertisement, 
the unsolicited letter does not, of course, begin 
with a reference to the fact that the applicant 
is appljdng for a position that was advertised. 
But originality in beginning the tmsolicited letter 
is just as important as it is in the letter replying 
to an advertisement. Such beginnings as the 
following should not be used: 

Thinking that you might be in 
need of a correspondent , I am writing 
you this letter. 
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Having heard that you cetn maJce 
use of em assistant credit manager, I 
wish to apply for the position. 



Believing that you may be able 
to find a place for me in your ac- 
coiinting department, I am submitting 
herewith my letter of application. 



As I have been given to iinder- 
stand that you frequently need men in 
your traffic department, I trust that 
you will give consideration to this 
application. 

Such beginnings as the following are likely to 
be more effective : 

If you are in need of an expe- 
rienced and efficient correspondent for 
your general correspondence department, 
the following description of my qual- 
ifications may help you to decide that 
I should be considered for the posi- 
tion. 

At a recent meeting of the Credit 
Men*s Association, R. !F. Morton, credit 
manager of C. S. Goodhue & Co., said 
that one of the essential character- 
istics of a good credit man is judg- 
ment. In requesting you to consider 
my application for a position in the 
credit department of your company, I 
wish to present evidence showing that I 
possess Judgment. 
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I have often heard it said that 
your company has one of the "best organ- 
ized accounting departments in Boston. 
Because of this, I am naturally very 
desirous of learning whether you can 
find a place for another good man. 

For the past two years I have 
been acting as assistant to the man- 
ager of the traffic department of a 
well-known manufacturing concern. 
Although I like my present position, 
I am looking for higger opporttmities 
with a larger company. Hence my reason 
for applying to you for a position in 
your traffic department. 

In view of the fact that the concern to which 
you are applying has not advertised the position 
you are seeking, you have no reason to know 
exactly what qualifications are required. These 
you must outline for yourself according to your 
own judgment before you start to write your 
letter. Naturally, the description of such gen- 
eral qualifications as your education and expe- 
rience should be presented. In addition you 
should present whatever special qualifications 
you have that will make you a desirable employee 
for this particular job. To do this it may be 
of hdp to try to place yourself in the employer's 
place, and tiien ask yourself this question: ''If 
I were the employer, what special qualifications 
should I like to find in applicants for this job?" 
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A little careful thinking on your part concerning 
an answer to this question may help you to select 
from among your qualifications certain ones 
that should be emphasized and described in 
detail — a thing that otherwise you might not 
do. This opportunity to "size up" the concern 
to which you are sending yotu: letter of applica- 
tion, permits you more closely to fit your quali- 
fications to its probable needs and desires. 

Another advantage of the unsolicited letter is 
that the writer is able to adapt himself and his 
letter to the known character of the concern to 
which he is writing. For example, if he is apply- 
ing for a position as a correspondent in the adjust- 
ment department of a high-<lass, conservative 
retail store, he should have such characteristics 
of the prospective employer in mind while he 
is composing his letter, so that whatever he says 
and the manner in which he says it will har- 
monize with those characteristics. 

FoUow-up Letters 

Since an unsolicited letter of application is 
generally considered by the recipient to be per- 
sonal to him and, therefore, requiring a reply, 
he will usually acknowledge its receipt even 
though he is imable to find a position for the 
applicant. If the prospective employer does 

reply, another opportunity is given to the appli- 
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cant to impress the prospective employer. For 
illustration, let us assume that a, prospective 
employer, in reply to an unsolicited letter, 
answered as follows : 

Dear Sir: 

I wish to acknowledge your letter 
of application of OctolDer 24. At pres- 
ent we have no vacancies of the type you 
desire. I am, however, placing your 
application on file. 

Very truly yours, 

If you are especially desirous of securing a 
position with this concern, it might be advisable 
to reply somewhat as follows: 

Dear Sir: 

Thank you for your courtesy in 
acknowledging my letter of application 
for a position as arocountant in your 
department . 

Although I am already employed, 
I certainly should very much like to 
work for you and I hope that you will 
keep me in mind in case a vacancy 
occurs. 

Respectfully yours, 

Such a letter as that given above is very likely 
to create a favorable impression upon the pros- 
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pective employer because he sddom receives 
a letter of this type. It also serves the purpose 
of having him keep you in mind. Moreover, it 
sometimes happens that if the prospective 
employer is deeply impressed by the applicant's 
letter, he will put himself out to find whether 
or not there isn't some job that the applicant 
can fill even though it is not exactly the job the 
applicant applied for. 

Unsolicited letters of application are often- 
times referred to the employment manager of 
the company. In this case it is a matter of 
routine on the part of his office to file the appli- 
cation, if no vacancy exists, so that if one should 
occur the applications for such a type of job 
can be consulted. And that is a good point to 
bear in mind. Most of the laiger and well* 
known companies seldom advertise for employees, 
because they usually have a number of appli- 
cations already on file. Accordingly, even 
though you may be tmable to secure a position 
immediately with a concern with which you 
desire to become connected, you should not give 
up hope. But it is a good plan to remind the 
employment manager from time to time of the 
fact that you still desire a position with his com- 
pany. Such a reminder, sent every two or three 
wedcs, serves to keep your name and application 

fresh in his mind, and, furthermore, indicates 
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that you are persistent and really want to work 
for his concern. An exanaple of such a letter 
follows : 

Dear Sir: 

About three weeks ago I applied 
"by letter for a position as accotmtant 
in your export department. You very 
courteously informed me that there 
was no vacancy then, hut that you were 
placing my application on file. 

Without desiring to appear pre- 
sumptuous, may I ask whether there is 
any vacancy now? By referring to my 
letter of application (copy inclosed) 
you will find, I "believe, that I have 
the qualifications for the place and 
that I will make a good, hard worker 
for you. 

I have such a high regard for 
your concern that I should like very 
much to join your staff. 

If no vacancy exists at present, 
won't you please keep me in mind for 
the next one that occurs? 

Respectfully yours, 

Certainly, if a man already has a position, but 
realizes the opportunities and advantages offered 
by a position with another concern, it is going to 
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pay him not to take as final the statement that 
''no vacancy exists here at present." He can 
afford to wait patiently tmtil one does arise, but 
he should have backbone and persistence enough 
to keep after that job. Often persistency alone 
will convince the employer or employment man- 
ager that the applicant should be given the 
position. 
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ADVERTISING FOR A POSITION 

*'As a rule the most successful man in life is the 
man who has the most informaHonJ* — Djsblaxll 

The Value of Advertising 

A LTHOUGH advertising for a position is 
^^ usually not so productive of results as are 
the letter answering advertisements and the 
tmsolidted letter, yet it is a means that should 
not be overlooked by one who is making a deter- 
mined and thorough campaign to land a good job. 
Good jobs have been secured through adver- 
tising, but in general, unless one has certain 
special qualifications that demand that he bring 
himself and his qualifications to the attention 
of a large number of readers in the hope that 
one of them may be looking for just such a man 
as he is, or unless one is unable to secure a list 
of prospective employers to whom he may write, 
advertising must take second place to other 
methods of getting a job. It is only natural 
that an employer, before consulting the ''Posi- 
tions Wanted'' columns of a newspaper, would 
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give consideration to any unsdidted letters of 
application that he may have received and to 
applications that he may have on file. 

It is well to note, however, that a distinction 
should be made between advertising in such a 
general medium as the newspaper and adver- 
tising in such a spedalized medium as a trade 
publication or technical or professional journal 
such as Drug Topics, Iron Age, and the Journal 
of Accountancy. Advertising for a position in 
the latter kind of medium is certainly a good 
method to use, for it brings one's qualifications 
to the attention of just the class of readers who 
could make use of such services. 

For example: a man who has had experience 
as a copy writer in an advertising agency and 
who desires to secure a better position in a similar 
capacity, would do well to consider the advisa- 
bility of advertising for a position in Printers' 
Ink, a business publication that has a large cir- 
culation among men interested in advertising. 
His advertisement there would probably have 
a better chance to secure results than if it were 
placed in the classified columns of a newspaper 
where it is not likely to be seen by the men he 
is trying to interest. 

Or again: a man who has secured a specialized 
training in the credit department of a textile 
house, and who is seeking a similar position with 
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another company, may find it advisable to adver- 
tise in such a publication as the Dry Goods 
Economist. Employers who are seeking such a 
man are more likely to look at the advertise- 
ments in their business publication than in their 
daily newspaper. 

The two examples given above further illus- 
trate the fact that success in securing the right 
job depends to a large degree upon offering one's 
services for sale in the most likely market place. 

Writing the Advertisement 

In order to write a good advertisement for 
a position, you should first consider the class of 
prospective employers to whom you are going 
to appeal, and then you should direct your 
advertisement at them. You should put your- 
self in the place of the prospective employer 
and try to find out what he would like to know 
about an applicant and what qualifications he 
would desire an employee in this job to have. 
These qualifications should then be brought 
out in your advertisement, as will be shown in 
the following paragraphs. 

Consider the following advertisement : 

SrENOGSAPHER-secretary; experienoedy 
competent and reliable, educated, best 
referenceSy desires position* G 2469 
Joornal* 
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You will notice that it is very general and 
gives the reader or prospective employer little, 
if any, information from which he can form an 
opinion of the applicant's ability or qualifica- 
tions. The person advertising says that he is 
experienced, but does not tell what his expe- 
rience has been; he says that he is educated, 
but does not tell what his education has been; 
nor does he give his age. In fact, his adver- 
tisement is so general, ordinary, and common- 
place that it is practically worthless. Note how 
much more specific is the advertisement given 
bdow. Of course it cost a few cents more, but 
it certainly has a better chance of creating 
desire — ^and, what is of most importance, of 
getting results : 

&rENOGKAPHE& - Secretary; 30; six 
years' experience in high-class business; 
has had complete charge of private office 
and handled all confidential work; two 
years college; realizes value of accuracy 
and dependableness; references. P 125, 
Times, Downtown. 

Compare, also, the following pairs of adver- 
tisements and notice the differences : 

Bookkeeper; competent; wishes situ- 
ation as head bookkeeper. Address J. 
C. T., 241 Northern Ave. 

Bookkeeper; 28; three years' expe- 
rience, double entry, controlling accounts, 
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statements; at present in full charge of 
books of large wholesale house; desires 
similar position; energetic and active, 
sees that work is done quickly and accu- 
rately; references. Box 215, Herald. 



Accountant desires connection with 
reputable concern where ability and intel- 
lect are recognized; excellent references. 
M 219, Tribtme. 



Accountant; senior; 28; four years' 
experience in public accounting with C. 
P. A. firm; has first-dass knowledge of 
bookkeeping systems, weekly and monthly 
audits, preparation of statements, etc.; 
good systematizer; energetic worker; 
desires position as assistant controller of 
large concern; references from present 
employer. A 24, Examiner. 

The advertisement given below is another 
good example : 

Office Manager; 31; college grad- 
uate, well trained in executive work, thor- 
oughly familiar with methods of office 
routine and S3rstem; two years' experi- 
ence in this work; good systematizer and 
able to handle workers to get results; 
record and references of the best. Box 
T42, Sun. 

The Size of the Advertisement 

Whenever an employer is seeking an employee 
and turns to the want coltimns of his newspaper 
11 iSS 
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or business publication to search for him, he 
usually has in mind some definite job that he 
is trying to fill. If he wants an accountant, 
he will read the application-advertisements of 
the accountants; if he wants a salesman, he will 
read those of the salesmen. In view of this 
fact, therefore, the small two- or three-line 
advertisement has practically the same chance 
of being read as the large ten-line advertise- 
ment. 

It is true, however, that the large advertise- 
ment has certain advantages over the small one. 
In the fibrst place, the large advertisement, on 
accotmt of its size, may get a priority of atten- 
tion; that is, it may be read before the other 
and smaller advertisements for the same kind 
of position are read. This is an advantage, 
especially in case the other advertisements are 
ntunerous, for, since the large advertisem^it 
can hardly escape the attention of the reader, 
it will practically insure that the man who used 
it will at least be among those granted inter- 
views. 

It may be well to note that it is the practice 
of some newspapers and business publications 
to arrange the advertisements for positions in 
alphabetical order, the fibrst word in the body 
of the advertisement determining. For example : 
all advertisements for positions as salesmen 
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would be grouped, but the advertisement begin- 
ning "Salesman — ^Active and energetic young 
man ..." would be placed ahead of *'Sales- 
man — ^Energetic and active yotmg man . . ." 
Hence, in writing your advertisement for inser- 
tion in such publications it is wise to have the 
first word begin with the letter "A." This 
strategy will cause your advertisement to be 
placed at the top, or near the top, of your group, 
with the result that it will be seen and read 
first. 

In the second place, the large advertisement 
will permit one to give more details than his 
competitors do. 

In the third place, the large advertisement 
adds a sort of prestige to the advertiser and 
tends to indicate that he is a high-class man. 

The increased expense for large space is more 
than offset by the better results. Isn't it better 
to spend, say, three and a half dollars on a large 
advertisement that is practically certain to bring 
inquiries than to spend thirty-five cents on a 
small advertisement that may not? 

Reproduced on the following page is a section 
of a coltmm of the classified section of a news- 
paper. Notice how the large advertisement 
stands out. 

Another advantage of the large advertisement 
is that it will bring more inquiries than the small 
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one and may thus give you the opportunity of 
being able to pick and choose from among the 
employers who write to you. This opportunity 
alone is worth the difference between the cost 
of the small and the cost of the large adver- 
tisement. 

If a person who is looking for a high-salaried 
position can afford the expense, he will find it 
well, also, not to overlook the possibilities in 
display advertising used in a section of the news- 
paper or trade paper, other than the classified 
section. Such an advertisement may cost him 
three to seventy-five dollars, depending upon 
the size of the advertisement, its position, and 
the rates of the publication. Such advertise- 
ments attract the attention of a large number of 
those readers and prospective employers who 
seldom if ever read the classified sections and, 
accordingly, are usually productive of good 
results. Several of such advertisements are re- 
produced on the following page. 

Selecting the Right Newspaper 

The pulling power of your advertisement 
depends, to a large degree, upon your choice of 
the newspaper in which you insert it. Accord- 
ingly, it will pay you to consider carefully 
the respective merits of the newspapers pub- 
lished in your town or city. In selecting the 
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The urtkis of a 
Hlwble iman are 
avaikhk. 

X am not Sales Manmccr, yet 
•ito,. problems of any oon- 
^jioenoe ve submitted to 
me befbre going into effect. 

Invariably I answer impor- 
tant complaints, although 
nay Jo^ Is not to handle' com- 
plaints. 

Vital qiteitions of credit and 
organisation are luually rC' 
TCfred t0ine< 

When axiy situation arises 
that requires quick action 
and lots of it, together with 
tact and lots of that, t handle 

Now Assistant to the Presl* 
deifkt of a wdt known Cor- 
poration at New York, I 
•edeacoimecuon of greater 
oppoctunlQi'. 

Addre^ B103( Times Annex. 




This Man 

Has personality, ideas and 
ability backed by eight 
years successful cxperi- 
.ence. 

Has been sales promottoh 
manager, advertising man- 
ager of manufacturing 
conceni and of publica- 
tion. 

Has ambition beyond what 
he can ever hope to realize 
in his present work. 

If you need a man — and 
if, with you, these qualifi- 
cations plus consistently 
result ful work meap BIG 
things for the future — 
write this man today. 

Age, 30 Married 
Present Salary, $5,000 

Address "H. C," Box 92, care of I 
Printers' Ink 
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paper, answers to these two questions will hdp 
you: 

1. Which paper is read by the employers you are trying 
to reach? 

2. Which paper has the largest "Positions Wanted" or 
"Sittiations Wanted'^ section? (The paper that has the 
largest section is usually the one that has proved itself to 
be the most successful in getting inquiries for its adver- 
tisers.) 



VIII 

THB PERSONAL INTBRVIBW 

'7 bdieve that the true road to pre-eminent success 
in any line is to make yoursdj master in that line** 

— ^Andrew Casnegie. 

The Importance of the Interview 

THE letter of application or the advertisement 
for a situation has sucx^essfully accomplished 
its purpose when it has secured a response 
requesting the applicant to call upon the pro- 
spective employer. The work of landing the 
job, however, is now only half done, for ^ 
applicant has merely secured a hearing — a chance 
to show himself to the prospective employer and ta 
convince him that he is the man for the place. 

Many applicants for positions, when they have 
received such requests to call, immediately think 
that they have already been selected for the 
job and that the personal interview is in the 
nature of a formality only, to which little or 
no importance is to be attached. Nothing 

could be farther &om truth, for in all probability 
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no decision has yet been reached by the employer. 
It is vitally important, therefore, that the appli- 
cant should remember that the prospective 
employer bases his decision chiefly upon the 
impression made by the applicant at the inter- 
view. 

Nor shotild the applicant at this stage of the 
game think that he is the only one being con- 
sidered for the job. There may be, and there 
usually are, other candidates whom the pro- 
spective employer is considering. Just as it 
is of advantage to you to be abl^ to pick and 
choose ariiong a number of prospective employers, 
just so is it of advantage to a prospective 
employer to consider several candidates for a 
position. He is naturally trying to find the 
best man for the place and, accordingly, it is 
to his interests to interview at least four or five 
of the most promising of all the candidates so that 
he can select the best one. Since, therefore, 
your success in getting the job depends so much 
on the outcome of the personal interview, it is 
advisable to consider certain matters relating 
to the interview. 

First of all, you should go prepared — ^that is, 
you should realize that the interview is a kind 
of testing or judging ^process by which the pro- 
spective employer wfll try to determine what 

your qualifications (your personality, experi- 
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ence, ability, personal appearance, etc.) are, 
how they compare with the qualifications of 
other applicants, and whether they are sufficient 
for the position. And since the interview is a 
test, you should be prepared to show yourself 
to the best advantage. 

Personal Appearance 

There is little question of the fact that the 
average employer, in judging an applicant, 
relies chiefly upon the impressions made on him 
by the personal appearance of the applicant 
and by the way in which he handles himself. 
And even though the position to be filled is not 
one in which the employee needs to make a good 
personal appearance and to have a pleasant 
address as, for example, he would need if he 
were a salesman, yet most employers believe 
that they are able to form a correct opinion of 
an applicant's ability from seeing him and talk- 
ing with him. In relatively few instances does 
an employer rely upon psychological tests or 
upon actual, practical demonstrations of the 
applicant's ability to do the work. The possi- 
bility of such tests being given should not, how- 
ever, be overlooked, and for that reason it is 
best to be prepared for them. (These matters 

are discussed on pages 177 to 182.) 
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How to Dress for the Interview 

In order to make the best possible impression 
upon your prospective employer through the 
means of your personal appearance, you should, 
before going to the interview, consider the 
question of dress or clothing. You know that 
each detail of your clothing will probably come 
under the critical and judging eye of the em- 
ployer, who will try to find out something about 
you in this way. If an applicant is careless and 
slovenly in the way he dresses, the employer 
cannot be blamed for thinking that he will be 
careless and slovenly in his work. Of course 
dress does not make the man, but it does make 
impressions — ^good or bad. The prospective 
employer doesn't know much about you and 
hence he is going to judge a great deal by the 
way you look. Clothes have much to do with 
the making of a favorable impression. 

It is not at all necessary that your clothing 

be brand new — ^but it is essential that it be 

clean, well pressed, and neat-looking. Your 

shoes should be polished; your collar and cuffs 

unsoiled — ^in fact, every detail of your dress 

should be in good condition. To be perfectly 

frank about the matter I will say that many 

employers discount a Sunday-going-to-church 

appearance, because they know from experience 
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that many applicants ''dress up'' for the inter- 
view. But these very same employers will 
criticize severely any carelessness or slovenli- 
ness in the dress of the applicant. Hence, to 
be on the safe side, an applicant should dress 
himself with care — ^but at the same time he 
should avoid having a dressed-up-for-the- 
occasion appearance. 

In this same connection it may be well to 
note that your dress should be conservative, 
quiet, and businesslike. It is best not to choose 
to wear bright-colored neckties and socks; nor 
is it advisable to wear jewelry, such as scarfpins, 
rings, and large watch-chain ornaments. Some 
employers have personal prejudices against men 
who wear such things, and since you may not 
know what your prospective employer may 
think of them, it is a safer plan not to wear 
them, and thereby run no risk of injuring yotu: 
chances. The same criticism holds good of 
soft collars, for there are some employers who 
think that it is not businesslike to wear them. 

The dress of the applicant should be appro- 
priate to the kind of position for which he is 
being interviewed. If he is applying for a posi- 
tion that pays fotu: thousand dollars, his dress 
should be such as to help to make him look like 
a four-thousand-doUar man. If the position is 

that of bond salesman for a high-class bond 
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house, the applicant should have in mind that 
it is especially desirable that his dress be of the 
very best he can afford — and oftentimes better 
than he can afford — ^f or good dress is a big asset 
in such a business, and the employer knows it. 
Money spent in buying good clothing is con- 
sidered by many salesmen as an investment. 

Again, the employer in a first-class concern 
likes to see all his employees well dressed, 
according to the standard or reputation of his 
concern. Dress to him may be of more impor- 
tance than to the employer of a middle-class 
company. 

Attention ought also to be given by the appli- 
cant to such matters as having his finger nails 
well manicured, his hair trimmed and well 
brushed — in fact, everjrthing about his personal 
Appearance should radiate smartness, success, 
and prosperity. 

How Women Should Dress 

Women, in choosing suitable dress for the 

personal interview, should especially guard 

against an overdressed appearance. Many a 

woman applicant has spoiled her chances of 

securing the position because she was dressed 

more appropriately for a social function than 

for a business interview. If, instead of choosing 

to wear all her finery, she wears her customary 
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business dress, she will make a better impres- 
sion. The overuse of cosmetics and perfumes, 
moreover, is to be avoided From experience, 
employers have found that women who over- 
dress and who are concerned too much with 
their personal appearance do not make the best 
workers; hence they favor those women appU- 
cants who dress in a plain, businesslike fashion. 

Being Prepared to Answer Questions 

Although it is not advisable to memorize 
word for word what you are going to say to the 
prospective employer, it is well, however, to 
be prepared to answer questions that may be 
asked. An employer often asks these questions 
not so much to secure information, but rather 
to be able to judge your voice, your English, 
your quickness of thought, and so forth. The 
applicant who is totally unprepared for these 
questions many falter and hesitate, and thereby 
impress the employer with the fact that he is 
slow-witted, lacks confidence, etc. Some of 
the questions that cause trouble for the appli- 
cant are these: «• 

1. Tell me all about yourself. 

2. Why do you want to work for us? 

3. Why do you think you can handle this position? 

4. Have you any ideas on how to improve on this work? 

5. Why did you leave your last job? [Or] Why do you 
want to leave your present job? 
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Unless the applicant is prepared for them, he 
may become confused and make poor answers. 
Moreover, he may be compelled to say: "I don't 
know what you mean. Just what do you want 
to know?"~all of which does not help to create 
a good impression. On the other hand, if you 
are prepared you can answer the questions 
promptly and with confidence. Let us see how 
the five questions above are taken care of : 

I. [Tell me all about yourself.] I was bom in 
Watertown, New York, in 1890, and am 
now thirty-one years old. I went through 
both the grade school and the high school 
there. After I was graduated from the high 
school, where I specialized in bookkeeping 
and other commercial subjects, I worked as 
assistant bookkeeper and then bookkeeper 
for four years with Ackerson & Menil, 
wholesale grocers, in that town. I then 
came to New York City and secured a posi- 
tion as bookkeeper with Maxwell, Borden 
& Co., wholesale grocers, at 150 Chambers 
• Street. A year later I began a course in 
accounting, in the evening, at Pace & Pace, 
still keeping my. job. In 1913 I was made 
head bookkeeper. In 191 5 I secured a 
position as junior accotmtant with Neal & 

Slavens, C. P. A.s, of 24 Wall Street. I 
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worked for them until June, 191 7, when I 
enlisted in the navy as a chief yeoman. I 
was stationed at the D. & H. Aircraft Cor- 
poration at Elizabeth, New Jersey, where 
I had charge of the cost accounting for the 
navy. In June, 1918, I was promoted to 
the rank of ensign. I secured my release 
from active duty in June, 1919, and then 
went back to Neal & Slavens, where I am 
now working as senior accountant, special- 
izing on cost work and systems. 

2. [Why do you want to work for us?] I should 
like to go to work for you chiefly because I 
think that there is good opportunity here. 
I know a little about your reputation in bus- 
iness and believe that your concern is the 
best I could connect with. Since I am 
making cost accounting my specialty, I want 
to get with a company that is doing a good 
deal of that work. Moreover, although 
Neal & Slavens have always treated me in 
a fine way, yet they do not handle enough 
cost work to enable me to specialize in it. 

3. [Why do you think you can handle this posi- 
tion?] I think I can handle this position 
because my training and experience in cost 
work and cost systems, both with Neal & 
Slavens and with the navy, have been sound 

and extensive. [Other details of the actual 
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experience can be given to prove ability.] 
If you will inquire of Mr. R. I. Neal, and of 
Lieutenant-Commander George R. Moore, 
at the Brooklyn Navy Yard, I believe that 
they will tell you that I have done my work 
well. I like this kind of work and intend 
to keep on specializing in it. 

4. [Have you any ideas on how to improve on this 
work?] Although I know something about 
how you carry on this work, I don't want to 
appear egotistical and say that I can improve 
on it. To indicate that I have the ability 
to find errors and correct faults in cost sys- 
tems, I should like to tell you of one experi- 
ence I had at the D. & H. Aircraft Corpora- 
tion: [Details showing how the applicant 
improved on a system can be given here.] 

5. [Why do you want to leofue your present jobf] 
Neal & Slavens are treating me in a very 
nice way. The only reason I have for look- 
ing for another position is that I want the 
opporttmity to specialize more in cost ac- 
counting. Neal & Slavens don't do much 
of that kind of work. [Also, see page 124.*] 

Find out as much as you can about the 

employer, his business, products, etc. The 

more you know about these matters, the better 

able you will be to show him that you under- 
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stand his problems and what he wants bom 
you. 

If you have letters of recommendatian, sam- 
ples of your work, or any other material that 
may be of assistance to you in convincing the 
prospective employer, be sure to take such mate- 
rial to the interview. The letter from the pro- 
spective employer appointing a time for the 
interview should always be taken along. 

At the Interview 

As a rule, an hour is set by the prospective 
employer for the interview. The applicant, 
accordingly, should take pains to be there on 
time. Lateness may easily mean the loss of all 
chance to secure the position. 

Just before entering the office make sure that 
your clothing is all right. Then give your mind 
a little toning up by saying to yourself such 
things as these: ''I am going to get this job. 
I'm not going to be timid or bashful in meeting 
him and talking to him. I am going to impress 
him in a businesslike way with the fact that I 
am confident both of myself and of my ability 
to do the work." Then, with your head up and 
yotu" shoulders squared back, go in. 

If the appointment is at the office of the pro- 
spective employer, you may be met by the office 

boy or by the secretary. If this happens you 
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should not say, *'I want to see Mr. ," but, 

rather, "I have an appointment to see Mr. . 

My name is — — ." The latter method of 
announcing that you are there will secure better 
attention for you. If you are then asked to 
state your business, present the letter that 
requested you to come for an interview. 

When you are ushered into Mr. *s 

presence you should not try to shake hands 
unless he first offers his hand. If he does offer 
his hand, be ready to take it — that is, don't have 
your hat or gloves in your right hand, nor your 
overcoat over your right arm. And letjyour 
handshake be a hearty one — ^not too hard nor 
yet too soft. Look the employer squarelyjin 
the eye, neither avoiding his gaze nor staring at 
him. Remain standing until he has asked you 
to be seated. 

Don't place your hat on his desk or attempt 

any familiarity. Adopt a respectful, courteous 

attitude without any suggestion of cringing. If 

he waits for you to begin the interview, you might 

start by saying that you have come to see him 

in compliance with his request. You might 

then present his letter to you, for he may need 

to have his mind refreshed on the matter. If 

he now begins to ask you questions, all well and 

good; but if he is apparently desirous that you 

should go ahead and ti!y ''to sell yotirsdf " to 
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L, be prepared to do so. In fact, if you are 
applying for a position as a salesman, the pro- 
spective employer might well begin ,the inter- 
view by saying, ''You want a job as salesman 
with us. Well, let me see you sell yourself to 
me/' In this case, begin with a description of 
your education and then give details about your 
experience, why you think you can show results, 
etc. 

In talking about your education, training, and 
experience try to show the prospective employer 
how each of them helped to develop your fitness 
for the job. Omit all irrelevant material. You 
are trying to prove that you are the best man for 
this particular job. 

Don't try to do all the talking, but when you 
are asked a question, answer it fully. Talk 
naturally and distinctly. 

Don't argue with or contradict him. Be 
courteous, diplomatic, and tactful. Don't be 
egotistical or overconfident. Such attitudes 
of mind make imfavorable impressions. Be 
earnest and convincing. 

The Question of Salary 

The question of salary usually comes up for 
discussion at the interview. If the salary for 
the position is not a fixed one, the prospective 
employer may ask, ' ' What salary do you expect?" 
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In replying to it, you should be careful of what 
you say, for this question can cause trouble. It 
is not wise, for example, to say, bluntly, "I want 
twenty-five hundred dollars" [or whatever the 
amount is]. It is much better to say something 
like this: ''I don't care so much about the salary 
as I do about the opportunities; so I haven't 
given the salary question much thought. I 
believe, however, that I ought to be worth about 
twenty-five hundred dollars a year to you." 
It is usually better to name a salary slightly in 
excess of what you really expect. It is much 
easier to come down on the salary amount than 
to go up on it. If the prospective employer 
says that twenty-five hundred dollars is much 
more than he desires to pay, you should be pre- 
pared to tell him why you think you axe worth it. 
For example, you might say, "I am getting 
twenty-two]^hundred dollars in my present place 
and am expecting an increase shortly." If the 
prospective employer still thinks that twenty-five 
hundred dollars is too high, and if you care a great 
deal for the opportunities the position offers, you 
might express yourself somewhat as follows: ''I 
really believe I could prove that I shall be worth 
twenty-five hundred dollars to you. But, as I 
said, the opportunities in the job appeal to me. 
May I ask what salary you had in mndr\.ln 
this way a compromise can oftflci be made. 01 
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1 

course, the success of the applicant to secure the 
salary he had set his mind on depends largely 
upon his personal ability in bargaining with the 
prospective employer. 

Closing the Interview 

After the prospective employer has asked his 
last question and you have answered it, he may 
show you that he is concluding the interview by 
saying: "I have yet to interview two other can- 
didates for this job. I, shall let you know the 
outcome in three or four days." The applicant 
should not become discouraged at this and, per- 
haps, show his disappointment, for such a situa- 
tion of affairs is the natural thing. Leave the 
prospective employer with a pleasant impression 
of you and your manners by saying something 
like the following: '*I certainly am glad to have 
met you and hope that you may decide in my 
favor." 

When you see that the prospective employer 
wants to end the interview, don't take up his 
time further by continuing to urge your services 
upon him. It often harms your case to do so. 
Moreover, it is folly to persist in the attempt to 
get a position when the prospective employer 
shows clearly that he has ati objection to some 
characteristic of yours, even though that objec- 
tion seems to you to be unjustifiable. Such 
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objection might be against one's creed, color, 
race, personality, or former occupation. 

Psychological Test 

In some of the large companies the applicant 
for a position is given a psychological test, some- 
what similar to those given in the U. S. Army, 
to determine the applicant's mental qualities. 
One of the drawbacks to the value of these tests, 
in my opinion, is that the applicant who has 
never taken one often does not do himself full 
justice because of its newness to him and because 
of the strangeness of his surroundings. It is 
advisable, therefore, unless you have taken such 
tests before and are acquainted with their opera- 
tions, that you take the test below for practice. 



READ THE GENERAL DIRECTIONS BEFORE YOU 

DO ANYTHING ELSE. 

GxMSXAL DzuEcnoNs: 

Do what the printed instructions tell you to do. 

Do not ask the esaxniner any questions about the exam« 
mation. 

Do xiot ask any other person who Is taking the exam- 
ination any questions or watch anyone to see what 
he or she does. 

Work as rapidly as you can without making any mis- 
takes. 

U you do make a mistake, correct it neatly. 

Do X finrt, then a, then 3, and so on. 
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I. — Write 3rour name and permanent address here: 



Instructions for a, 3i and 4: 

After eadi word printed below you are to write some 
word, acoording to the further directions. Write 
plainly, but as quickly as you can. If you cannot 
think of the right word in about three seconds, go 
ahead to the next. 

9.— Write opposites of the words in this cdumn, as shown 
fai the first three: 

weak—- strong 
fast— slow 
large — small 
duU— 
smooth— 
' late- 

tight— 
scrft— 
defeated— 
dean — 
below — 
finished — 
true — 

3.— Write words that fit the words in this column, as 
shown in the first three: 

cancel — contract fold — 
erase— -words seal- 
publish— books plan- 
shut — ride — 
fight— steal— 
attack-"- build— 

dir- 
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4. — ^Write words that tell what sort of thing eaeh 
named is, as shown in the first three: 

cat — animal Fifth Avenue- 
measles — disease Baltimore — 
pear— fruit beef — 
cod — Saturday Evening Poet- 
oak — violet — 
four-^ morphine — 
April — 

5. — ^Follow out the directions given below as quickly as 
you can, but be careful to notice just wh^t they say: 

With your pencil make a dot under one of the 
following letters M N O P Q; underline the short- 
est of the three words: pencil, ink, paper; if July 4 
is called Independence Day write "No" here — — ; 
but if not, make a cross here - — ; put a vertical 
line between the fourth and fifth letters of the word 
money; give a wrong answer to the question: How 

many months are in a year ; if lead is Hghter 

than cork complete the equation 3+2 » ; but 
if lead is heavier than cork complete the equation 
3+3 - ; write any figure except 7 in this space 

; write yes whether Chicago is in Indiana or 

not ; now if the stm rises in the East put two 

crosses here but if not, put a circle here or 

a square here ; be sure to put three ciphers 

between these two figures 4 6. Notice these 

two numbers: 3, 5; if a dollar is worth more than 

adime write the snmller number in this space ; 

but if not, write the larger number in this space 

. Give a correct answer to the question; Is 

air heavier than water ; repeat the answer 

here . Do nothing here (8X5 ■• ) unless 

you skipped the preceding question. If you an 
more than 60 years old write the year of your birth 

in this space ; but if you are less than 60 yesiXB 

old write theiyvsent year in this space . Now 
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write the first letter of 3rour first name and the last 
letterof3rour last name at the end of this line • 

6.— Add 17 to each of these numbers. Write the answers 
as shown in the first three: 

39—46 

60—77 

64 6t 

49 It 

62 33 

57 38 

68 98 

74 6s 

53 41 

67 50 

^5 4a 

40 58 

7. — Get the answers to these problems as qtdddy as yoa 
can. 

X. What number minus 16 equals 20? 
3. A man spent two-thirds of his money and had $8 
left. How much had he at first? 

3. At 15 cents a yard, how much will 7 feet of doth 
cost? 

4. A man bought land for $100. He sold it for 
$i3o, gaining $5 an acre. How niany acres were 
there? 

5. If three-fourths of a gallon of dl costs 9 cents, 
what will 7 gallons cost? 

Practical Tests 

Sometimes a practical test is given. For 
example: an applicant for a position as ste- 
nographer m3£^t be asked to take down a letter 

180 



THE PERSONAL INTERVIEW 

and then transcribe it on the typewriter; an 
applicant for a position as correspondent in the 
collection department might be requested to 
show his ability to dictate a collection letter 
handling a certain case. In every instance the 
applicant should be ready and willing to take 
the test and to show what he can do. An exam- 
ple of a practical test given to typists and ste- 
nographers is shown below: 

TESTS FOR TYPISTS AND STENOGRAPHERS. 

SPELUNGTEST 

iNST&ucnoNs: 

Below you will find a list of words, some spelled correctly 
and some incorrectly. Place a check after each word thai is 
spelled incorrectly. Do this as qtiiddy as possible, but 
with care. 

List of Words 



absura 






* acept 




ezistance 


acddently 




influence 


addressed 




likly 


aocross 




; despair 


alright 




\oonsience 


alrc^y 




beleive 


parrallel 




^ Peburary 


expenoe 




muscle 


posession 




nidde 


vegetable 




interceed 


' vaoency 




immitative 


exceed 




^occurr 


[The examiner then sometimes dictates thooe words which 


have been wrongly cbacked 


or overlodkad.] 
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8TBN0GSAFHIC TEST 

Kraminff sbjs: 'Tlease take down the foDowiiig letter. 
If I am dictating too slowly, say Taster.'" 

The wfaminer then dictates from a letter he holds. After 
he has given the dictation, he asks the i^licant to tran- 
scribe on the machine. 

[In taking this test, remember that aocuraqr is the most 
fanportant point and that you will be judged by it chiefly.] 



GKAMMAftTEST 

Correct every grammatical mistake that occurs in the 
following sentences by crossing out the e rr o r and writing 
just above it the correct form: 

I. The work was done by John and I. 
9. He says that he don't want to receive any more 
supplies. 

3. In this office was found the mis^ng letters. 

4. Either the railroad or the shipping department are 

at fault. 

5. Prank and I am going to see him to-morrow. 

6. That kind of a letter seldom secures results. 

7. We haven't no more No. 3 files in stock. 

8. They had ought to of sent the goods long ago. 

9. You may employ whoever you wish. 
lo. Do the work like I showed you. 

When You Are Asked to Write a Letter 0} Applir 
cation 

It is the custom of many employers at the end 

of the personal interview to ask the applicant 

to write a letter of application for the position. 

This request often puzzles applicants because 

they do not see the reason for it in view of the 
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fact that the prospective employer has just fin- 
ished interviewing them. Here, therefore, are 
some of the reasons for this practice: 

I. The employer may want the written application to 
refresh his mind when he is going through the final process 
of selecting one applicant from many. 

3. He may want it so that he may judge further of your 
ability to write or to think. 

3. He may desire to keep it on file. 

4. He may ask for it to discourage those who are only 
half-hearted about desiring the position. He knows that 
the applicants who greatly desire the position will persist 
in their efforts to land it. 

Such a letter should go into more detail than 
does the ordinary letter of application, for you 
know that the prospective employer is interested 
and will read it through. A letter of this type 
may begin somewhat as follows : 

Dear Sir: 

At the personal interview this 
morning you asked me to write a letter 
of application giving you all details 
a"bout my education, experience, ajid so 
forth, and telling why I "believe I 
shall maJce good in the position you are 
going to fill. In accordance with your 
request I wish to present the following 
detailed information ahout myself: 

If you are asked, also, to answer in your letter 
such specific questions as, **Why do you think ^ 
you can do this work? " you should answer them 
in the manner shown on page 170. 
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F Mewing Up ike Intenriew by Letter 

After the applicant has returned from the 
personal interview he will find it advisable not 
to fold his hands and wait for the decision of 
the prospective employer. If he really wants 
the job, he should keep after it. A method that 
has proved itself to be effective is as follows: 
Immediately after the interview, or as soon 
thereafter as possible, and while it is still fresh 
in his mind, the applicant should write a follow-up 
letter. In this letter he should first thank the 
interviewer for his courtesy. Then he should 
emphasize any points in his experience and any 
other qualifications that would indicate that he 
is the man for the place. Such a letter can be 
made especially strong in view of the fact that 
the applicant, after the interview, has now a 
better idea of the job. In the light of this 
knowledge, he can diow more exactly why he 
believes he can do the work. 

A letter of this type, arriving as it does on the 
next day when the prospective employer is con- 
sidering the four or five or more applicants he 
has interviewed, is bound to make a decidedly 
favorable impression on him. Because of the 
originality of the idea, and because such a letter 
indicates persistency, the applicant who wrote 

it is brought sharply to his attention. Often 
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such a letter is just the thing that helps the 
prospective employer to decide on his man. 
The following letter will illustrate: 

Dear Sir: 

First of all I want to thank you 
for your courtesy in granting me, at 
this morning's interview with you, the 
opportunity of telling you why I think 
I can fill to your satisfaction the 
position of office manager of your New 
York office. 

In the course of our conversa- 
tion you asked me how I should go about 
improving the quality of work done by 
the typists ajid stenographers. I told 
you of the plan we are using in our 
office in standardizing this work. You 
may he interested, therefore, in look- 
ing over the accompsinying loose-leaf 
binder of Instructions for Stenograph- 
ers, Typists, and Dicta ting-machine 
Operators. I wrote this for my office 
about a year ago. By making a few 
changes to conform with your present 
practice ajid by adding several new 
ideas, I could have ready a similar 
manual for your office within two 
weeks. 

If I am successful in securing 
the position, I will first msike a study 
of the whole department. Then I will 
take up each function in turn and 
attempt to put it on a more efficient 
basis. 

Yours truly, 
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WHBN TOU HAVE HAD NO BXPBRIBNCB 

'*The law cf worthy life is fundamentally the law of 
strife; it is only through labor and painful effort^ by 
grim energy and resolute courage^ that we move on to 
better things.**— Roosevelt. 

A Discouraging Obstacle 

OERHAPS the most discouraging obstacle 
^ that bars the way of the man or woman jtist 
beginning business life is the question, ''What 
has been your experience?" When the appli- 
cant has told the prospective employer that he 
has had no experience in business or in the par- 
ticular kind of work for which he is applying, 
the latter often says, '*I am sorry, but we have 
to have an experienced worker." Time and 
again is the beginner met with this question 
about experience, imtil finally he becomes greatly 
discouraged. Thinking, and sometimes know- 
ing, that he could do the work if he were given 
a chance, he considers that all business men 

are hard-hearted. 

x26 



WHEN YOU HAVE HAD NO EXPERIENCE 

In order to get the right point of view on this 
matter, however, just consider for a moment 
the employer's side. Suppose that you are an 
employer and that you have advertised for a 
bookkeeper. And suppose, still further, that 
you are interviewing applicants for the position. 
Would you prefer to hire a man who has had 
two years of actual experience to hiring an appli- 
cant whose chief qualification for the position 
is that he studied bookkeeping for a year in a 
high school? And if you were hiring workers 
for your company, wouldn't you give preference 
to applicants who have had experience instead 
of to those who have had none, other things 
being equal? You probably would; and so you 
can't blame the employer for looking out for 
his own interests in these matters, because you 
would probably do the sam6 thing yourself. 

The inexperienced applicant will always have 
a harder time getting a job than will the experi- 
enced one; and the former may as well realize 
it now so that he will know that he has to expect 
it. But it should be remembered that everyone 
now in business started at some time as an inex- 
perienced worker; and that most of those who 
are now looking for their first job, and who are 
finding it hard to get because of lack of business 
experience, will within a year be working and 
getting their experience. John D. Rockefeller, 
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himself, had a very hard time getting his first 
position. In his book. Random RnmniscenceSf 
hesa3rs: 

I tramped the streets for dajrs and weeks, asking mer- 
diants and storekeepers if they didn't want a boy. 

He finally got a job, and so will anyone else who 
is persistent and refuses to become discouraged. 

Meeting the Question at the Interview 

The big point to bear in mind is that you 
should not allow yotu- lack of e^cperience to 
become a bugbear. It seems to be a more diffi- 
cult obstacle than it actually is, for although you 
may lack actual business experience you usually 
can present evidence to the effect that in all 
probability you will make good in the job. 
Moreover, in a perscmal interview the employer 
is able to judge you and to determine, from the 
way you talk and handle yourself, whether, 
despite your inexperience, you would not make 
a good worker. For example, suppose that a 
well-dressed and well-built yoimg fellow applied 
for a job as traveling salesman. If he were able 
to talk well, appeared bright, seemed self-reliant, 
even though he had had no experience, many a 
sales manager would consider him good msCterial 
and would hire him. 

The fault with most applicants is that when 
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they are asked the question, ''What has been 
yotir experience}'' they crumple up, say they 
haven't had any, and wait for their dismiissal. 
Instead they should have come prepared for that 
question and ready to answer it boldly by telling 
what good qualifications they do possess and why 
they think that they will be good workers. Since 
you can't prove by your experience that you 
are a good man for the place, the burden is upon 
you to prove in some other way why you probably 
will be a good man. But go to the interview pre- 
pared to prove it. 

Proving your ability is easier in some tjrpes 
of business occupations than in others. For 
instance, the stoiographer who is looking for 
her first job when met by the question, **What 
experience have you had?" can answer as fol- 
lows: "I have had no experience in a business 
office, but if you will dictate a letter to me I will 
take it down, transcribe it on the machine, and 
show you the kind of work I can do." 

The same is also true of a typist who can say, 

'*Let me copy a letter on the typewriter and 

then I can ^ow you how well I can type." 

But an inexperienced applicant who is applying 

for a job as salesman can't prove his ability by 

actual test. Accordingly he must prove by 

other evidence that in all probability he will 

make a good salesman. He might answer, for 
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instance, as follows: ''No, I have never had any 
actual e3iperience seUing, but I feel that I can 
make good at it because I like to meet and talk 
to people. I have been told that selling is haid 
work, but in spite of that I still fed that I want 
to get into the selling field." His earnestness, 
his appearance, his ability to talk — all these 
are taken into consideration and help to dis- 
count his lack of e^cperience. 

Whenever, therefore, you cannot prove your 
ability by an actual test of some kind, you 
should try to prove it by logical reasoning, and 
by showing how the qualifications you do pos- 
sess indicate your fitness. This is a problem 
to be solved by the applicant himself. 

How to Get Around It in the Letter 

What applies to proving ability at the per- 
sonal interview also applies in the matter of 
writing a letter of application. Suppose, for 
illustration, that a man is applying for a job as 
bookkeeper. Instead of attempting to prove 
his ability to keep books satisfactorily by telling 
of his experience, as the experienced bookkeeper 
would, he might touch on this point as follows: 

I studied single and doul^le entiry 
"bookkeeping for two years at the High 
School of Commerce and received sji 
average of 95 per cent. I know the 
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work thoroughly, for I took especial 
interest in this subject cuid studied It 
hard. I am submitting a sample ledger 
page that shows that I do neat, care- 
ful, accurate work. You caji also Judge 
mj hemdwriting and figuring from it. 



It may be advisable to note that you should 
not say in your letter that you have had ''no 
experience." If you do, this phrase may catch 
the eye of the prospective employer and cause 
a negative reaction. It seldom is good policy 
to tell what you do not know or do not possess 
in the way of qualifications. You should try 
to get the job on what you do have. Tell whai 
you do have, not what you don't have. 

The typist who is applying for a job by letter 
can say the following to prove her ability: 



I typed this letter myself. It 
will show you the kind of work I do. 
I always try to do neat, accurate, cuid 
well-arrcuiged work, for I realize the 
importance of such qualities. 



MI8CBLLANBOU8 INFOUCA.TI0N 



if^ Friends Interested 



IN yowr endeavor to make your campaign to 
secure a better position complete, it is well 
not to overlook the possibilities of securing the 
job you want by letting your friends know that 
you wish to secure a certain kind of position. 
It often happens that your friends in business 
may hear of opportunities that otherwise would 
not come to your attention. K, therefore, you 
can get several of your friends to be on the look- 
out for opportunities, you may thus secure 
**leads" that you can follow up. 

If you are unable to call upon your friends in 
person to enlist their aid, you can write a letter 
to them describing the kind of job you are look- 
ing for and giving them an outline of your edu- 
cation, experience, and other qualifications. 
Then from time to time you can follow up these 
friends to keep them interested in trying to i^d 

a job for you. 
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Employment Agencies 

The opportunities offered by high-class employ- 
ment agencies should not be overlooked. It 
often happens that a large concern in immediate 
need for a man will consult an employment 
agency. 

Some employment agencies really do handle 
high-class jobs. The only drawback, however, 
to the use of employment agencies is that the 
fee charged for securing the position is often 
rather high. 

Keeping Up Your Morale 

When a man is out of a job for several weeks 
and has found difficulty in securing the kind of 
job he desires at the salary he wants, he is very 
likely to become discouraged. This discour- 
agement brings about a sort of mental depres- 
sion that still further injures his chances of 
securing a job because, as he loses courage, he 
impresses the prospective employer at the per- 
sonal interview, or by the hopeless tone of his 
letters, with the fact that he does not possess 
much backbone or spirit. 

The prospective employer likes to hire a man 

who is confident of his ability to do the woik; 

and, certainly, if the applicant has allowed his 

lack of success in securing a job to discourage 
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him, he is very likely to show lax^ of confidence 
in himself. The applicant should, therefore, 
fight as hard as he can to maintain his morale. 
He must appear confident and self-reliant. He 
cannot afford to appear weak and discouraged. 
Discouragement often causes an applicant to 
make another kind of mistake. He sets out 
with the firm idea of getting a specific kind of 
position at a certain salary. Disappointed by 
not getting what he wants, he is very likely to 
take anything he can get, both in the kind of 
position and in the salary offered, with the result 
that he accepts a position that he does not care 
much for and within a short time must, if he 
desires to get the right kind of job, start the 
whole process of looking for a position over 
again. Until he has secured another job, it is, 
therefore, highly desirable that one should hold 
on to his present job even though he does not 
like it and even though he believes that he is 
not being treated right with respect to promo- 
tion, either in rank or in salary. He thus can 
avoid discouragement and the mistakes brought 
about by discouragement. Moreover, a man 
who is already in a position can get another one 
much more easily than can a man who is out of 
a position, for most employers are suspicious 
of the man who is out of a job. 
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TOUR PRESENT EMPLOYER OFFERS TOU TOUR 

BEST OPPORTUNITY 

**The men who have succeeded are men who haive 
chosen one Une and stuck to it." 

—Andrew Caknegie. 

"Real success is won only by hard, honest, and per" 
sistent toil" — Charles M. Schwab. 

Distant Fields Look Green, But — 

YOUR present employer usually offers you the 
best opportunity for a better job — ^through 
promotion. If you like the kind of work you 
are in, or, rather, if you do not fed a strong 
desire to go into another field, you should care- 
fully consider the chances for advancement with 
yoiu" present employer before looking elsewhere 
for them. Other and distant fields always 
look greener, but when you get into them you 
often find that they are not so green as Hiey 
looked. 

Your present employment offers you better 
opportimities, as a rule, because you are acquir- 

I9S 



HOW TO CHOOSE AND GET A BETTER JOB 

ing from day to day something that is making 
you more and more valuable — experience in a 
specific kind of business and with a particular 
company. 

If your ability is not immediately recognized 
and rewarded, do not, as so many workers do, 
become discouraged and lose ambition. Deter- 
mine to fight all the harder to deserve and to 
command recognition. It is always darkest 
just before dawn. And many a man has thrown 
aside two or three years of valuable experience 
to go into a new field because the desired pro- 
motion in rank did not materialize when he 
thought it should; whereas, if he had stuck to 
the job for a short time longer he would have got 
it. Plug along, work hard, and — ^above all — 
don't get into the rut of taking things easy. 
Keep your ambition alive. Ability must sooner or 
later be recognized and rewarded, for employers 
are looking for just that thing in their employees. 
You have heard all this before, and so have 
most employees — ^but why haven't they acted 
on it? Is it that they didn't believe it? No, 
I think not. It is because they found that they 
didn't care to pay the cost of success — work 

Alfred C. Bedford, the preadent of the Stand- 
ard Oil Company of New Jersey, in the course 
of an interview reported by B. C. Forbes, editor 

of Forbes' Magazine, said : 
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When I got a position as an ofiSoe boy I was always on 
the alert to make myself useful. I often volunteered, after 
my own work was done, to count the cash for the cashier, 
io draw off balances for the bookkeeper, make up vouchers, 
carry the books to the safe, and do every little job I could 
see needed doing. I was soon assigned to do the running 
for an expert accountant who came to reorganize the whole 
system of accounts and bookkeeping. Instead of merely 
getting out vouchers and other papers that he called for, 
I asked to be allowed to count up columns of figures, com- 
pare vouchers, and do the statistical drudgery. In appre- 
ciation, the accountant began to teach me not only ordinary 
bookkeeping, but the principles underlying accountancy 
and the fundamentals of recording and anal3rzing business 
transactions. 

I appdied myself diligently to this work, studsring at home 
at night, and it was not long before I graduated from 
office boy to a position of greater responsibility than that 
of a routine bookkeeper. This first promotion I attributed 
to my willingness to do more than was expected of me and 
to the insight I then obtained into business methods. This 
gave me a grasp and a vision such as the average derk in 
an office too often fails to cultivate becatise of his machine- 
like performance of his allotted tasks. 

My advice to every yotmg man would be this: 

Do ever3rthing you are told — and do it with all your 
heart and strength — ^willingly, cheerfully, and enthusias- 
tically — and then look around for more work to do. 

Don't measure your work by hours, but by what it is 
possible for you to accomplish from the time you enter in 
the morning — and be early rather than late — until the 
place closes in the evening; and don't quit the moment 
the place officially closes if there is work still to be done. 

Read and study and think along the lines of your business. 
Learn what it is aU about, what service it contributes to 
making the world go round more comfortably and efficiently. 
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Ooltivftte iab Inbct of lonfcing anwuii of ftOQuiriiig ss mtidi 
fiMtigfit tt povibls. Hftvc tm&giiMitioii p"^ vinoQ. 

Thomas E. ^^Hlson, who worked his way 
tqiward from checking freight cars in the stock- 
yards of Chicago to the presidency of '^K^lson 
ft C0.9 tells in Men Who Are Making America 
of the reasons for his success, in the following 
words: 

I am no wooder. I am no brainier or wiser than any 
number of other people. My whcAe soooess is traceable 
to the &ct that I have enjoyed my work and have given 
to it the best in me. No jc4> ever was too big for me to 
tadde. That is the foundation of success nine times out 
of ten— having confidence in yoursdf and applying your- 
self with all your mi^t to your work. 

Too many men try to travd on a reputation. They 
stand upon their past achievements rather than daily press 
on toward further achievements. You cannot stake your 
future on the past, but on the present. A fellow must 
throw his whde energy into everything he undertakes and 
fed keenly that on this one thing, whatever it be he is 
doing, depends his whole future. 

Look Before You Leap 

You may at one time or another feel that you 

are not receiving the proper kind of treatment 

from yotir present employer with respect to 

advancement and salary, and because of this 

feeling you may consider making a change to 

another concern. Before doing this it is very 

wise to examine yourself thoroughly to ascertain 

198 



YOUR BEST OPPORTUNITY 

whether you are at fault; perhaps the reason 
you are not getting along well in your present po- 
sition lies with yourself. Certainly, if it is true 
that the fault is your own, you will be only jump- 
ing &om the frying pan into the fire by making 
a change. The fault that holds you back in one 
concern will, in all probability, hold you back in 
another concern. 

It may be that you are being held back from 
advancement because your superior has the idea 
that you are a brilliant but not a steady worker; 
or it may be that he does not like the attitude 
you take toward your work. So, before deciding 
to throw away the valuable experience you have 
acquired in your present place, make sure that 
it is not your own fault that you aren't getting 
ahead. 

If there is a personal friction between you and 
your superior, consider whether or not this can 
be removed in some way. It is usually much 
easier to remove the friction than to secure a 
new job. 

If you find you do not like the kind of work 

you are in, it is best to try first to secure a change 

within your own organization to a job that you 

do like. It is often wiser to adopt this method 

of getting into a job for which you feel yourself 

to be better fitted than it is to seek a connection 

with another company. By so doing you will 
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not lose the benefit of the experience you have 
gained in your present company. Moreover, 
your knowledge of your organization and of 
how it conducts its business will still be of 
advantage to you after you have secured the 
desired change. 

Selling Your Services to Your Employer 

As has been said elsewhere in this book, two 
men of about equal business ability do not 
always advance with the same speed. One 
man may be a little quicker than tiie other in 
seeing and grasping an opportunity; he may 
be a little luckier in having an opportunity 
come his way; <»*, again, he may be better able 
to **sell" himself to his employer. 

Selling your services to the employer does not 
mean boot-liddng or fawning servility; it means 
making the employer realize that you are a 
valuable employee. How this may be brought 
about is a problem to be solved by the individual 
himself. In certain types of work it is easier 
than in others. For example: the salesman is 
usually able to show by the amount of his sales 
just how valuable he is. At least two men with 
whose careers I am acquainted owe their success 
in large measure to the fact that they adver- 
tised themselves by having had published in 
business publications articles that they had 
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written. But if your work is of a type such that 
it is not so easy to demonstrate your value, the 
problem is extremely difficult. 

Industriousness and good work on the part of 
the worker are perhaps the surest ways in the long 
run, but even here it often takes some act of 
originality or of initiative to bring yourself 
sharply to the favorable attention of the employer. 
A suggestion on how to increase sales, a plan 
for cutting costs, an idea on improving the work 
— ^any of these may be the means of impressing 
the employer with the fact that you are not an 
ordinary worker. And such things will impress 
him, for employees who take a real interest in 
the business are rare. A valuable book to read 
in this connection is Imagination in Business, 
by L. F. Deland. 

James B. Forgan, president of the First 
National Bank of Chicago, who forced his own 
way upward from a position as a bank clerk, 
said in an interview reported in the American 
Magazine: 

If a man is promoted solely on seniority he is worth 
exactly the market rate in his locality for such a position. 
Not a cent more! For he has put himself into the dass 
of a marketable commodity, instead of into a personality 
class. He has no trade-mark which sets him apart from 
the common run of men in his position. 

A commodity can be bought and sold in the market. It 
brings only the prevailing price— no more. But if you 
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get out of the oommodity dasSf by demonitratiag that 
3roa poflseat individual abilitiw— «uch as exceptional thor- 
oughneasy or unusual industry, or uncommon initiative— 
thai you become a 9pedalty» And, as sucbi you can, in 
effect, fix your own salary. 

George W. Perkins, who rose from office boy 
to the highest-salaried insurance position in the 
world, and then became a partner of J. P. 
Morgan & Co., said in an interview reported by 
B. C. Forbes, editor of Forbes' Magagine: 



My own method has been to live every day as thou^ it 
was the only day I had to live, and to crowd everything 
possible into that day. Pay no attention to the dock or 
what you are paid, but work and live for all there is in it- 
just as you would play football— «nd everything else will 
take care of itself. 

At the head of the table there is always more room. It 
is the tree that grows and grows until it overtops the others 
that gets the most air and sunshine. The thing for the 
young man to do is to strive with all the energy he pos- 
sesses to excel in actual ability. Pull is not necessary. 
Nor should a young man bother too much about his wages 
— I never asked an increase in my life. You can command 
sooner or later that which you are entitled to — if you pre- 
eminently deserve it. 

But you have got to be ultra-pn^dent in some particular 
thing. You must stand out and do it better than the fel- 
lows around you, whether you are an office boy, a ste- 
nographer, or an executive. You must use your head as 
well as your hands. Don't be afraid to do esctra work lest 
it interfere with your theater-going— I don't go to the 
theater half aAlozen times during the winter; not that I 
don't like it, but there are other things more worth doing. 
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Prepare jor the Next Job 

*'The secret of success in life," said Disraeli^ 
**is for a man to be ready for his opportunity 
when it comes.'* Hard, persistent work; ambi- 
tion; loyalty — all these will cany a man grad- 
ually towards his goal. But the really big suc- 
cesses come to those men who have made them- 
selves ready in some special way; and when their 
opporttmity does come have the knowledge and 
self-confidence to reach out and grasp it. 

The man who is going to get ahead asks him- 
self such questions as these: "What am I doing 
day by day, week by week, month by month, 
year by year, to build up my personal assets, 
my business knowledge, .my producing ability? 
Am I directing my personal career with intelli- 
gence and foresight?" He not only wishes to 
succeed, but is going about it in a businesslike 
manner. 

If you are really desirous of advancing in bus- 
iness, you will appreciate that there are two 
points always to be kept in mind : 

1. Master your present job. 

2. Prepare for the next job. 

Study your business,- go to the library and draw 
out books on it, read the trade papers, watch 
how the work of the next job is done, and plan 
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how yoa woold improve on it if yoa got it. 
Knowledge is power, and the more you know 
of your business the more valuable you become 
to the employer. 

The man of to-day [says Edward Bdc, in his lecture 
entitled "Kejrs to Success''] fdio has to do with the employ- 
ment of men witnesses no sadder sight than the proccssioQ 
of unemployed men that are exemplary in life, have some 
general intelligence, are respectably honest, and frequently 
of good social position, and yet who can get only menial, 
routine, pooriy paid positions. The reason for this is that 
they have no definite knowledge, no special experience. 
They can do ''almost anything," they say, which really 
means that they can do nothing. The successful man of 
to-day is he who knows how to do one thing better than 
most other men can do it 

Your Name Is Your Trade-mark 

Just as the picture of the dog listening to a 
phonograph stands as the guarantee of the qual- 
ity of the Victor talking machine, just as the 
picture of the Rock of Gibraltar represents the 
strength of The Prudential Insurance Company, 
and just as the word "Tiffany" on a piece of 
jewelry assures quality — ^just so should you try 
to make your name stand for something good. 
For your name is your trade-mark — ^the mark 
you will bear throughout your business career — 
the mark that will mean something good, bad, or 
indifferent to your employer and to others in 

your field of business. 
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It is said that the name "Royal Baking Pow- 
der'' is valued at $13,000,000. At what price 
do you value your name? K you can make your 
name stand for efficiency, accuracy, intelligence, 
loyalty, and the other qualities so highly prized 
in business, it will be worth a great deal. And it 
is your problem to make your name worth 
something. 

The name *'Royal Baking Pbwder" (or the 
trade-mark of any other now favorably known 
article) was worth little at the beginning. But 
as years went by, people began to realize that 
this name stood for quality — ^that they could 
always rely upon it. And that is what you should 
set out to do with your name, your trade-mark. 
Make your name stand for quality of work, for 
reliabiUty, and as time goes on your name will 
become more and more valuable. 

Development of Personal QtiaUties 

In preparing yourself for advancement into a 
better position, you should not overlook the im- 
portance of a persistent effort to develop day by 
day such personal qualities as courtesy, tact, 
ability to talk effectively, and an agreeable per- 
sonality. The value of these qualities in business 
often escapes the attention of men who are trying 
to get ahead; yet they are as essential as a 

knowledge of business, for business itself is, after 
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all, a matter of human relations. It cannot be 
denied that the man who is able to make friends 
of the persons he meets in business possesses an 
asset that is worth thousands of dollars both to 
himself and to his employer. Such a man al- 
ways has an easier time in getting what he de- 
sires than does the man whose personality is 
merely neutral or positively repelling. Most of 
us are only too willing to help the man we like. 
And we like the man who is courteous and tact- 
ful, and who possesses an agreeable personality. 

Some men go through life sadly handicapped 
becatise of the poor impresdon made by their 
personality upon their employers and other per- 
sons with whom they come into contact in their 
business life — ^and they never know why progress 
comes so hard for them. It may be that they 
are shy and self-conscious when they are talking 
to their superiors, or that they are of an ex- 
citable temperament that causes them **to fly 
oflE the handle " easily, or that they have not yet 
realized the value of being courteous — but 
whatever it is, it is one of the causes of their being 
held back and why they will continue to be held 
back until the fault is remedied. 

It is for these reasons, therefore, that you who 
are seeking to forge ahead cannot afford to neg- 
lect and should constantly strive to improve 

your personal qualities. Train yourself to be 
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more courteous, more tactful, to speak more 
efifectivdy; exert yourself to find out the per- 
sonal qualities that appeal to the persons you 
meet and then set out to acquire or improve 
them, for just as it is possible to develop your 
muscles by exercise, just so is it possible to de- 
velop the personal qualities that will be of such 
great value to you in your business career. 

Think! 

I know of no better way in which to conclude 
this book than by giving space to the utterances 
of two of America's most successful men — 
Thomas A. Edison, the inventor, and Charles 
M, Schwab, of the Bethlehem Steel Corporation. 

In an interviewgiven to the AmericanMagazine, 
Mr. Edison, who is universally acknowledged 
to be one of the greatest thinkers and workers 
the world has ever produced, speaks as follows: 

Every man has some forte — something he can do better 
than he can do anything else. Many men, however, never 
find the job th^ are best fitted for. And often this is 
because they do not ^ink enough. Too many men drift 
lazily into any job suited or unsuited for them; and when 
they don't get dong well they blame everybody and every- 
thing except themselves. I am going to have this placard 
put all over the plant [said Mr. Edison. The placard 
read as follows]: 

There is no expedient to which a man wiO not resort to aooid 
the real labor of thinking.SiSi Joshua Reynolds. 

207 



HOW TO CHOOSE AND GET A BETTER JOB 

It it becatife tbey do not use their thinlring powers that 
80 many people have never devdoped a creditable men- 
tality. The brain that is used responds. The brain is 
exactly like any other part of the body; it can be strength- 
ened by proper exercise, by proper use. Put your arm in 
a sling and keep it there for a considerable length of time, 
and when yoii take it out you find that you can't use it. 
In the same way the brain that isn't used suffers atrophy. 

In his book Succeeding With What You Heme, 
Mr. Schwab, who rose in a few short years 
from a position as a doUar-a-day stake driver 
to the presidency of the Carnegie Steel Company, 
at a salary of a million dollars a year, at the age 
of thirty-four, makes the follovnng remarks:^ 

For thirty-six yeax^ I have been moving among working- 
men in what is now the biggest branch of American industry , 
the steel business. In that time it has been my good for- 
tune to watch most of the present leaders rise from the 
ranks, ascend step by step to places of power. These 
men, I am convinced, are not natural prodigies. Th^ 
won out by using normal brains to think b^ond their 
manifest daily duty. 

American industry is spilling over with men who started 
life even with the leaders, with brains just as big, with 
hands quite as capable, and yet one man emerges frcnn the 
mass, rises sheer above his fellows, and the rest remain. 

The men who miss success have two general alibis. "I'm 
not a genius" is one; the other, ''There aren't the oppor- 
tunities to-day there used to be." 

Neither excuse holds. The first is beside the point; the 
second is altogether wrong. 

^Reprinted from Succeeding WUh Wh<U You Have, by per- 
mission of The Century Company. 
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The thing that most people call '^genius" I do not believe 
in. That is, I am sure that few sucoessful men are so-called 
"natvfal geniuses." 

There is not a man in power at our Bethlehem steel works 
to-day who did not begin at the bottom and work his way 
up, round by round, simply by using his head and his hands 
a Uttle more freely and a little more effectively than the 
men beside him. Eugene Grace, president of Bethlehem, 
worked in the yard when I first knew him. Mr. Snyder 
was a stenographer; Mr. Mathews, a draftsman. The 
fifteen men in direct charge of the plants were selected not 
because of some startling stroke of genius, but because, 
day in and day out, they were doing little unusual 
thinlring b^rond their jobs. 



APPENDIX 

HELPFUL BOOKS ON BUSINESS 

"Ample and accurate information is the best step 
toward success for everyone,** — ^J. J. Hnx. 

**Read and study and think along the lines of your 
husiness"^-A. C. Bedford. 

**7ou can read my book in an hour, but it cost me a 
lifetime of concentrated attention"-— Mo^nESQViEU. 

You will find below a list of books on business. 
This list is by no means complete, and you may 
not find in it a book on the kind of work you are 
doing or may wish to do. Yet, in all probability, 
there are books or magazine articles in existence 
that will give you the information you desire, 
or at least will help you to do your own work 
better, if you will only make it a point to find 
them. 

^'Knowledge is power," and the more you 
know about your business the more valuable 
you become to your employer. Promotion and 
increase in salary will follow. The reading and 
studying of business books will serve to make 
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easier the learning of your business and the 
acquiring of success in your chosen field. The 
dollar (n* two spent in purchasing a good busi- 
ness book, (n* the effort in going to your library 
to draw it out, will be repaid to you many times 
over. Resolve to-day to start reading the books 
that cover your field of wcn-k. 



AUTOBIOGRAPHY AND BIOGRAPHY 

TiTLB AUIBOK 



AwkihSof^pky cfAndriw CmmnU 
AvklbiotrMy of B^niamin FrankUn 
Tktodar* Koosemt 
Ramdom RtmitUsunett cf Mm 9mA 

BiHtUs 
Tk4 AmtHcamiMMtion cfBdward 

Bok 
L^* of John Hay 

Nortkdijfe—BHUUfCs Man ofPomtr 
Htmy Fori's Own Story 
Lift Story of /. Pi^tont Morgan 



U offamts J, HiU 
ftn who Art Making Amtrica 



Bok 

Tbaytt 

Cmnoii 

Lane 

How7 

Pyle 

Focbfli 



ADVERTISING AND SELLING 

TRLB AUTHOft 



AinriMng, Its PrhuitUs and 
PracHet 



AinrtiHng as a Business Poret 
Making Type Work 
The PsycMogy of Adeeriising 
Inftuendng Men in Business 
The Tkeory of Advertising 
Hem to AdeertisB 
Writing an Advertisement 
Adeert$sing and Setting 
TwpoB^aphy of Adverttsemenis 
The Business of Adeertising 
Adeertising tke Tecknicat ProduU 

BffecSiee House Organs 
Scientific Sales Managentent 
MaJHng Adeertisements 
Setting ike Consumer 
Human Nature in Business 
Tke Marketing of Farm Products 
RetaUSetUng 
RetaU Setting 
RelaU Setting 



Tioptft Hotcho 
km, Pftraonfl 
and Hodling- 
wcMrth 

Oieriiigtoii 

Sherbow 

Soott 

Scott 

Scott 

French 

Hall 

Hollingworth 

Famr 

Calkins 

Sloan and 
Mooney 

Ramsay 

Hoyt 

Duistina 

Mahin 

Kdly 

Weld 

Hall 

Nystrom 

Fisk 



Hoqghton MifBin 
Holt 

Macnillan 
Donbleday Page 

Scnbnets 

Houfl^toa MifBin 
Dodge 
B. O. Jones 
Stofgis Walton 
Doubleday Page 
Forbes Pub. Co. 



Ronald 



Donbleday Page 

Century 

Small Majmard 

Ronald 

Small Maimard 

Doubleday Page 

Houghton Mifflin 

Ai>pIeton 

Ai^eton 

Appleton 

McGrawHill 

Appleton 
woolson 
Scribners 
Doubleday Page 
Putnam 

Punk ft WagnaUa 
Ronald 
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ADVERTISING AND 8BLLING-C<mlftiii«ii 



Trlb 

PrntdamenUUs cf Salesmanship 
PersoHal Sdling 
Principles of Salesmanship 
Modern Sahsmanagement 
Making More Money in Storeheep- 

ing 
Hem to Sea More Goods 
Praaical Real Estate Methods 

BOOKKBBPmO 

TlTLB 

Bookkeeping — Theory and Practice 
Modern lUustratioe Bookkeeping 
Bookkeeping and Accounting 
Principles of Acconnting 
Modern Acconnting ^ 

Auditing: Tkeory and Practice 
Cost Accounting 



AUTBOB 

BriKO 

8tw mg6f 

Whitehead 

Fiederick 

Hotchlda 

Barrett 
Thirty Experts 



Appleton 

BidSe 

Ronidd 

Appleton 

Ronald 



Harpen 
Doobled 



•ledAyPage 



AND ACCOUNTING 
Author 



Rosenkaxnpff 
Rittenhoose 
Klein 
Wildman 
Hatfield 
Montflomery 
NichoIiKm Mid 
Rohrback 



N.Y.Univ. 

Anier* Book 

Appleton 

NTYrUniv. 

Appleton 

Ronald 

Ronald 



BUSINESS ENGLISH AND LETTER WRITING 



TlILB i 

Handbook of Business ^ncMsi 

Business English 

Bfect49e Business Letters 
The Literatnre of Business 

A Modem English Grammar (Re- 

viied) 
Business Correspondence (4 v.) 
Commercial Correspondence 

The Business Man's English 



AuraoR 

Hotchldss and 

KiMnff 
HotchldM and 

Drew 
Gardner 
Sannderi and 
^ Creek 
Buehler 

Various anthora 
Butler and 

Burd 
Bartholomew 

andHurlbtit 



T11LB 



Business Lam 



Elements of Business Lam 
American Business Lam 



TiTLB 

Horn to Prepare for CivU Service 
Federal Ciml Sertice as a Career 
Manual of Examinations 



CMl Service ChronicU (A puio^c^ 
devoted to civil service. No- 
tices of examinations, etc.) 

The ChUf{K periodical devoted to 
ovil service). 



BUSINESS LAW 

Author 
Con^fftonand 

Hnffcttt 
Sullivan 

CIVIL SERVICE 

Author 



Cooper 
Polts 

U. S. Civil Ser- 
vice Cam- 



Harpers 
American Book 
Ronald 



NewBon 

A. W. Shaw 
Ax^pleton 

Macmillas 



PUBUSRBR 
Ronald 

Ginn 
Appleton 



Putnam 
Washington, D.C 



New York OtF 



New York Gftf 
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CREDIT AND COLLBCTION WORK 



a§m 



TlTLS 



tUlma CndUs and CcUettkmB 
N0m ColUetUm ii^lkods 
Aft €f CoUtcUnt 
MtremmHU Credit* 

MmxanUtt Crtdits 9md CotUeHomt 



AunoK 

Bttinnr Attd 
O^eb 



Gatdner 

Can. Blliott, 

and other* 
Meyar 



FINANCE 

AUTBOK 

Loogh 
MMda 

OarttenDQfig 
PnU 



Kni 



gjrkbride and 
Starrott 



TiTLS 

Bmitmss Financs 

OarPot&Hon Finame* 
MMUriaiscf CorportUom Fimmmt 
Work cf Wall Sirttt 
PraOUal Bank OpmraHon 
Tks PraeUcol Work cf a Bank 
Moitm Tfnsi Compimy 

Foreign Bxckangt Bxptaimd 



FOREIGN TRADE 

Tttlb Authoe 

ABCti Fortign Tradt Henioa 

PfeHcal BxporHng Hoagh 

Bxportini to LaHn Amtrien Filimger 

ForHgn Bxckang$ Whttakar 
Bxporttr*t Caatlttr cf Foreign Mat" 

GENERAL 

TiTLB Author 

Jtilaa Buyint Field 

Graphic Methods cf PrcccnUno Facts Brintoa 



EUwuniary PrtneipUs cf Economics 
Beonomiec cf Buainess 
FrincipUs cf^Eeonomics 
D€9doping Bxceutiwc AbUily 
Principles cf Foreign Trad* 
Ptineiples cf Business 
Principles ot Insnrance 
Personal Efficiency in Business 
The Business of Life Insnrance 
Horn to Live on Twenty-four Hours 

a Day 
Purchasing 
Storing 
Ocean Steamship Traffic Manage" 

Business OrganiMoOon and Admin- 
isiration 



Elf and Wicker 

Bnsco 

Fetter 

Gowin 

Savay 

GersteBDeig 

Gephart 

Purinton 

Daviaon 

Bennett 

Twyford 
Twyford 
Hoebner 

Haaa 



INSPIRATIONAL 



TlTl» 



Author 



Men Who Are Making America 
Imagination in Business 
3Wy cultimtiou in EngUsk 



Forbea 
Deiaad 
Palmer 



Preotioe Hall 



Ronald 
Ronald 
Ronald 

MacmiUan 



Ronald 

Appleton 

PraiticeHall 

Appleton 

Ronald 

Bankers Pub. Co. 

MacniSan 

MacmiUan 



PUBUSBSR 

Bobba Merrill 
An* Exporter 
Ai>pletoa 
Appleton 
An* Exporter 



Harpers 
En«neering 

Mag^rine Co. 
Mact^llan 
MacduUsn 
Century 
Ronald 
Ronald 
Prentice Han 
MacmiUan 
McBride 
A. 8. Bamea 
Doran 

D. Van Nottrand 
D. Van Nostrand 
Appleton 

Gregg 



Forbes Pub. Co. 
Harpers 
Hoagbton Bfiiflm 
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INSPIRATIONAI/-Conll»iM(l 

Tnui Author . 

Mor$ Pomer To Yom Barton 

Acres cf Diamoitds ConweU 

Okvious Adams Updegraff 

Pushing to the Front Marden 

Suceuding With What Yon Han Schwab 

Success Fundamentals Marden 



TiTLB 



JOURNALISM 

Author 



Training for the Newspaper Trade Seits 

Newspaper Writing and Editing Bleyer 

Newspaper Reporting and Corre^ Hyde 

spondence J 

The Writing qf News Rom 



TiTLB 

The Stenographer* s Manual 
The Private Secretary 
OjgUe Administration 
Scientific OJlUe Management 
Office Management 
Indexing and Filing 
Filing Systems 
A Textbook qf FUing 



Title 

Vocational and Moral Guidance 

Starting in Life 

Choosing a Career 

Choosii^ a Vocation 

How to Get a Position and How to 

Keep It 
Careers far Women 
Occupations 

The Girl and the Job 

Business Employments 
Adeertieing ae a Vocation 
Dmniopiug BxecuOM Ability 



OFFICB WORK 

Author 



Wheatley 
Hoeile and 

Saltsberg 
Allen 
AUen 
Gowin 



PUBUSHBE 

Century 

Harpem 

Harpem 

Crowell 

Cent 



enturv 
'rowell 



PtJBLISBBR 

Lipxnncott 
Housfaton Mifflin 
Appieton 



Hdt 



PUBUSHBR 



Kilduff 


txBTptn 


KildufF 


Century 


SchulM 


McGrawHin 


Leffinffwdl 


A. W. Shaw 


Galloway 


Ronald 


Httdden 


Ronald 


Cope 


Pitman 


McCord 


Appleton 


lONAL 
Author 


PiTBLISHBR 


Davis 


Ginn 


Fowler 


Little Brown 


Marden 


Bobbe Merrill 


Parsona 


Houghton Mifflin 


Hall 
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PBRIODICALS 

The list of periodicals shown is by no means 
complete; it is given only to indicate the com- 
pleteness with which the business and trade 
fields are covered by periodicals specializing in 

those fields. In addition, articles touching on 
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HOW TO CHOOSE AND GET A BETTER JOB 

all types of business matters are constantly 
appearing in general magazines. 
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